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PREFACE 

Testing Administration Manual—HiSET™  

Assessment of adult education and literacy students is an essential part of providing an 

exemplary educational program that will help students reach success. This document is 

designed to provide policy pertaining to the administration of Iowa’s recognized assess-

ment in which awarding an Iowa High School Equivalency Diploma is based. By combin-

ing the guidelines provided by the assessment vendor and specific Iowa policy and proce-

dure this document becomes the standard by which testing centers and staff associated 

with the administration of the assessment shall be monitored by the Iowa Department of 

Education. 

The success of any test administration depends greatly on the staff. Familiarity and training 

on the following policy and procedures will ensure that the test takers will have an optimal 

testing experience. Thank you for your dedication and support in providing the security 

and integrity necessary in providing this high stake assessment. 

If information is needed that is not available in this manual, there is a list of departments 

and contact details that can provide support and resolution.    

 

 

Alex Harris  

State Director for Adult Education 

Division of Community Colleges 

Iowa Department of Education 
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Chapter 1: Communication  

Both ETS and the department is prepared to help with any questions or problems before, during and after an admin-
istration. If clarification is needed that is not available in this manual, the following departments can provide support 
and resolve the following issues:  

 
Test Administration  Services 

 Emergencies prior to and on the test date  

 Missing materials from the shipment  

 Damaged booklets  

 Clarification of test administration procedures specific to the vendor 

 Problems involving registration for a current test administration  

 Problems returning test materials to ETS  

 Scheduling of test dates at your center, change of address, change of Examiner or Supervisor or any other ques-
tions pertaining to your test center  

 Uncertainty about which department to contact  
 
Office of Testing Integrity 

 All matters involving security of a test and/or test materials (e.g., cartons of test materials have been tampered 
with, missing test materials, cheating or impersonation)  

 
Customer Service 

 Test taker questions or issues  

 Test taker reports a flawed test question or that there are no correct answer choices  
 
ETS Disability Service 

 Registration problems for a current test administration for test takers receiving accommodations  

 Questions regarding accommodations  

 Emergencies prior to or on the test date for test takers receiving accommodations  

 Clarification of test administration procedures for tests being given with accommodations 
 
Transcript/Diploma Requests  

 All matters involving transcripts or diplomas from the previous assessment (GED®). 

 All duplicate diploma requests for the current assessment (HiSET™) 

 All billing inquires related to diploma fees for the initial diploma and transcript for the current assessment. 

 
HSED State Administrator 

 All matters involving state specific policy and procedures. 

 Training or change in staffing for chief examiners. 

 Test center staff. 

 Change to testing center location. 

 Testing integrity or security issues.  
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that  or  
   

location. 

 

TEST ADMINISTRATION SERVICES  

Phone:  
1-800-257-5123* — U.S. (except AK, 
HI, NJ)  
1-609-921-9000 — all other locations 
(collect calls will be accepted)  
Monday – Friday  
8:00 a.m. – 8:00 p.m. Eastern Time  
Email:  
HiSETTAS@ets.org  
Website:  
www.HiSET.ets.org  
Mail:  
ETS-HiSET Test Administration 
Services  
ETS  
Mail Stop 34-Q  
Ewing, NJ 08618 U.S.  
Fax:  
1-609-771-7710  
*The toll-free number is reserved for 
the Supervisors and their staff only. 
This number should not be shared 
with test takers.  

OFFICE OF TESTING INTEGRITY  

Phone:  
1-800-750-6991 — U.S. only  
1-609-406-5430 — all other locations  
Monday – Friday  
8:30 a.m. – 4:30 p.m. Eastern Time  
1-800-257-5123 (as well as test day)  
Email:  
TSReturns@ets.org  
Fax:  
1-609-406-9709  
 

VOUCHERS 

1-855-my  HiSET 
Monday – Friday  
hisetvouchers@ets.org  

CUSTOMER SERVICE  

(Test taker inquiries)  
Phone:  
1-855-MyHiSET  
(1-855-694-4738)  
Monday – Friday  
8:00 a.m. – 8:00 p.m. Eastern Time  
Recorded information is available 24 
hours a day if using a touchtone 
phone.  
Fax: 1-609-882-9693  
Email:  
HiSET@ets.org  
Website:  
www.hiset.ets.org  
Mail:  
ETS-HiSET  
L-220F  
660 Rosedale Rd.  
Princeton, NJ 08541  
Attn: Gloria Thomas  
Fax: 1-610-290-8975  

ETS DISABILITY SERVICES  

Phone:  
1-855-802-2748 (toll-free in the 
United States, American Samoa, 
Guam, Puerto Rico, U.S. Virgin Islands 
and Canada)  
1-609-359-5615 — all other locations  
Monday – Friday  
8:30 a.m. – 5:00 p.m. Eastern Time 
(as well as test day)  
Email:  
HiSETSSD@ets.org  
Website:  
http://www.ets.org/disabilities  
Mail:  
ETS Disability Services  
PO Box 6054  
Princeton, NJ 08541-6054  
Courier Service:  
ETS Disability Services  
225 Phillips Blvd.  
Ewing, NJ 08628-1426  
Fax:  
1-609-240-0525  

 Transcript Requests  

Phone: 515-281-7308 

Monday-Friday  

8:00 a.m.—4:00 p.m. Central Time 

Fax: 515-242-5988 

Email: 

HSEDHelp@iowa.gov 

Website: 

Bit.ly/HSED_IA 

Mail: 

Iowa Department of Education 

Attn: HSED Record Specialist 

400 E. 14th Street 

Des Moines, IA 50319 

 

DIPLOMA REQUESTS  

To request HiSET and GED  Diplomas 
and Transcripts contact: 
www.diplomasender.com 
 
If you cannot access the internet to order 
online or have additional issues related to 
your order, contact Diploma Sender toll 
free at 1-855-313-5799.  
Additional charges may apply.  
 

HSED STATE ADMINISTRATOR 

Phone: 515-281-3640 

Monday-Friday  

8:00 a.m.—4:00 p.m. Central Time 

Fax: 515-242-5988 

Email: 

Alex.Harris@iowa.gov 

  

Consultant: 

Phone: 515-725-2005 

Monday-Friday  

8:00 a.m.—4:00 p.m. Central Time 

Fax: 515-242-5988 

Email: 

mike.williams@iowa.gov 

 

mailto:HiSETTAS@ets.org
http://www.HiSET.ets.org
mailto:TSReturns@ets.org
mailto:hisetvouchers@ets.org
mailto:HiSET@ets.org
http://www.HiSET.ets.org
mailto:HiSETSSD@ets.org
http://www.ets.org/disabilities
mailto:HSEDHelp@iowa.gov
Bit.ly/HSED_IA
http://www.diplomasender.com
mailto:Alex.Harris@iowa.gov
mailto:Alex.Harris@iowa.gov
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Facility Requirements  

The success of any test administration depends greatly on the suitability of the test site. Test takers will not be able 
to do their best if they are distracted by such things as noise, poor lighting, inadequate writing surfaces or extreme 
temperatures. Although some adverse conditions may be beyond the control of the test center personnel, every 
effort must be made to minimize the possibility of such distractions through careful planning. 
As a test center administrator it is critical to establish optimal testing conditions for the HSED testing candidate. Test 
centers are required to provide a distraction-free, secure testing environment with continuous candidate 
surveillance. A well-organized, quiet, and friendly testing environment helps candidates do their best. By providing a 
secure testing environment for candidates, you can be assured that your test center upholds the highest testing 
standards. 
 
Physical Requirements 

 Arrange  testing workstations to prevent the test takers from easily viewing nearby stations. 
 If there are no partitions between testing workstations to restrict visibility, then there must be a separation 

distance of at least 5.0 feet (1.5 meters) from the center of one workstation to the center of the adjacent 
workstation.  

 In testing rooms where tables are at a 90-degree angle, do not seat test takers next to each other in the 
connecting corner. The 5.0-foot (1.5 meter) minimum distance must be maintained. 

 Entrance to the test center must provide for disability access. 
 
Environmental Requirements 

 A telephone with access to an outside line must be available to staff at all times for use in calling for support, 
reporting irregularities, or tending to other emergencies.  

 The check-in area should be located near the entrance to the testing room, in an area separate from other 
activities. A table, desk, or counter is recommended for use during check in. If the check-in area is within the 
testing room, the staff must use best efforts to ensure that the check-in process does not disturb test takers 
whose testing is in progress.  

 Internet connectivity must be established and maintained to allow for the delivery of examinations.  
Note: Tests that have been launched can continue even if Internet connectivity is interrupted. The test results will 
accumulate on the cache proxy and will be uploaded to ETS when connectivity is re-established.  
 
Comfort Requirements 

 Use lighting that enables all test takers to read their computer screen in comfort. There should be no shadows 
or glare on computer screens or writing surfaces.  

 Each testing workstation should be positioned for ease of use without strain.  
 

Test Center Staff 

The High School Equivalency Diploma (HSED) testing program will consist of the following roles:  

 State Administrator  

 Chief Examiner  

 Supervisor  

 Proctor  

Alex Harris has been designated as the State Administrator. Chief Examiners, Supervisors and Proctors will be  
appointed locally with approval of the State Administrator.  

 

Chapter 2:  Facility and Staff Requirements for Testing Center  
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Training Requirements for Chief Examiners and Supervisors 

The department is responsible for ensuring that training material is provided for Chief Examiners, supervisors and proc-
tors to effectively fulfill their test administration duties. This policy and procedure manual should be used in all training 
of new staff and as an annual refresher for testing administrators. Knowledge of specific test administration procedures, 
testing security issues and understanding the importance of safeguarding the test materials at all times is critical of all 
staff.  

Certification through the eLearning training must be kept in the staff folder for review by the department if required. 
eLearning certification meets the requirements for paper based and computer based assessment.  

Agendas and a list of participants for any training done by the state or local program must be maintained for a period of 
three years If there is a series of testing integrity issues related to a testing center additional training requirements will 
be required.  
 
Overall Responsibilites of the State Adminitrator  

The State Administrator shall:  

 Inspect each official HSED testing center before it is established and before approving a change of location.  

 Review emergency plans and written receiving plans annually for each official HSED testing center in the jurisdiction.  

 Close official HSED testing center (s) when a violation of security procedures occurs and whenever circumstances war-
rant such action.  

 Oversee investigations of security violations appropriately, including on-site visits whenever feasible.  

 Immediately report any violation of procedures to the test vendor.  

 Cooperate with Educational Testing Service in marketing and public relations activities wherever possible.  

 Ensure accessibility to HSED testing for all appropriate populations.  

 Serve as liaison with adult education instructional programs in order to keep teachers informed of developments in the 
HSED testing program.  

 Whenever possible, develop cooperative links with higher education and the workplace to promote accessibility for 
HSED graduates.  

 Ensure that all training for newly appointed Chief Examiners and Test Center Supervisors prior to their first test admin-
istration has been completed. 

 Provide ongoing staff development as appropriate.  
 
Overall Responsibilities of the Chief Examiners  

Chief Examiners are responsible for the overall quality of the testing program at their HSED testing center. Their major re-
sponsibility is to uphold the integrity of the HSED program by effectively organizing and overseeing the test administration 
process. 

The Chief Examiner typically: 

 Places material orders.  

 Sign the test center Memorandum of Understanding (MOU) with ETS.  

 Attends and participates in mandated training sessions as required by the state.  

 Verifies eligibility of the test takers prior to testing.  

 Creates and implements a written receiving plan for secure testing materials and train all HiSET testing center staff 
members to follow the plan. The plan must include how to receive and store secure materials if the Chief Examiner or 
Supervisor is not present when materials arrive.  

 Inventories and places into secure storage all secure testing materials within one business day of when the materials 
are received from Educational Testing Service.  

 Develops a written, HiSET specific emergency plan, and trains all staff members to follow the plan.  

 Selects, trains, and monitors Supervisors and Proctors.  
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 Inventories and checks the condition of all secure testing materials immediately upon receipt; prepare a written inven-

tory at the beginning and end of each testing session and on a monthly basis when the tests are not in use.  

 Conducts investigations into test compromises and testing irregularities. Follow the department and ETS policies and 

procedures for reporting irregularities.  

 Comply with all policies and procedures.  

 Manage and oversee a high-quality testing program that ensures access for all qualified candidates and ensures the 

integrity of the tests and their administration.  

 Maintain the overall quality of the testing program.  

 Ensure that all staff members under their supervision comply with the policies of the state or jurisdiction in which 

they operate.  

 Respond to the needs of the community and comply with all applicable legal requirements relating to the activities of 

testing centers.  

 Implement local initiatives (e.g., graduations and awards ceremonies).  

 Send clippings of local program press coverage of the local program to the State Administrator.  
 
OVERALL RESPONSIBILITIES OF THE SUPERVISORS  

 Verifies the identity and eligibility of each testing candidate.  

 Maintains testing surveillance logs, seating charts, and other documentation as required.  

 Maintains the security of all testing materials.  

 Prepares a written inventory of all secure testing materials used during each test administration and maintains the 

inventory documentation in the permanent secure storage area.  

 Conducts testing sessions in accordance with Educational Testing Service policies and procedures as set forth in this 

Program Manual and in any supplemental memoranda from Educational Testing Service.  

 Controls testing sessions by following all Educational Testing Service policies and procedures for conducting a test-

ing session under standard conditions or, when appropriate, with accommodations for candidates with disabilities. 

(See chapter 8 of this manual.)  

 Select, train, and monitor Proctors.  

 Inventory and check the condition of all secure testing materials when received from Educational Testing Service; 

prepare a written inventory at the beginning and end of each testing session and on a monthly basis when the tests are 

not in use.  

 Adhere to Educational Testing Service policies regarding preparing and submitting testing materials for scoring if 

paper-based testing. 

 Inform the Chief Examiner and/or State Administrator of all disruptions or suspicious events that take place during 

any testing session promptly and in writing, by using a Supervisor Irregularity Form.  

 Conduct investigations into test compromises and testing irregularities. Follow ETS policies and procedures for re-

porting these irregularities.  

 Make information about accommodations that are available and provide accessible testing with approved accommo-

dations for candidates with disabilities.  

 Attend appropriate examiner meetings sponsored by the jurisdiction.  

 Cooperate in research and surveys sponsored by Educational Testing Service or by the State Administrator.  

 Provide information about HiSET tests to civic groups, adult educators, and high school counselors.  

 Inventory and return all secure testing materials to Educational Testing Service no later than 30 days after the end of 

the contract year.  

 Use the contract year’s packing slips to validate all secure materials being returned.  

 Notify ETS if the test materials inventory is not complete.  
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RESPONSIBILITIES OF PROCTORS 

Although the duties of each Proctor vary, depending on the type of assistance the Supervisor needs, Proctors generally 

perform or assist in performing the following functions:  

 Arrange testing rooms; answer test takers’ general (procedural) questions; check test takers’ registration 

confirmation and identification.  

 Direct test takers to their specific seats; distribute and collect test books to and from each test taker individually; 

walk around the room frequently to guard against improper conduct and to ensure that every test taker is working 

on the appropriate section of the test; check that test takers are gridding their answers properly on their answer 

sheet and are not making any marks on their test booklet.  

 Check restrooms immediately after the test begins, and periodically thereafter, to be sure that the rooms contain no 

testing aids (for example, books, notes, writing on towels or walls).  

 Monitor and account for test materials periodically throughout the testing.  

 Clear the memory of each calculator (if applicable) before dismissing the test takers and ensure that no test content 

is being removed or concealed (e.g., writing on the calculator).  

 Inform all test center staff that they must refrain from using their personal cell phones or text messaging during the 

test administration.  

 Advise staff that test takers and test center staff are prohibited at all times from taking photos or recordings of any 

kind in the test center, including during the administration or breaks.  
 
GENERAL QUALIFICATIONS OF THE STATE ADMINISTRATOR  

The Iowa Department of Education is responsible for determining the qualifications and appointment of the State 

Administrator and for ensuring that the individual is qualified to administer and oversee all aspects of the state’s High 

School Equivalency Diploma assessment within the jurisdiction.  
 
GENERAL QUALIFICATIONF FOR A CHIEF EXAMINER 

Chief Examiners must:  

 Hold at least a bachelor’s degree from a nationally accredited college or university.  

 Have three (3) years of experience in teaching, training, counseling, or testing; or college-level coursework.  

 Pass the HiSET eLearning assessment. 
 
GENERAL QUALIFICATIONS FOR A SUPERVISOR 

Supervisors must:  

 Have some experience in administering standardized tests.  

 Speak English fluently and be at least 18 years of age.  

 Have the ability to read directions clearly to test takers and to complete forms.  

 Possess unquestionable integrity and be able to handle groups of test takers in an effective, efficient and friendly 

manner.  

 Pass the HiSET CBT eLearning assessment  
 

GENERAL QUALIFICATIONS OF PROCTORS 

Proctors may be professionals or members of the administrative, secretarial or clerical staff. They must:  

 Have the ability to interact effectively and courteously with test takers and test center personnel.  

 Be able to explicitly follow oral and written instructions.  

 Be alert to detect instances of improper conduct or theft of test materials.  
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Staffing Recommendation for a Testing Center  

Staff members who are hired to operate and maintain a testing center are crucial to maintaining the integrity of 
the program. Access to the tests is limited to Chief Examiners and Supervisors, or Proctors under the direct 
supervision of a Chief Examiner or Supervisor. It is policy that any teacher involved in High School Equivalency 
preparation courses cannot be a Chief Examiner, Supervisor or Proctor.  

In Iowa, additional staff members may be used to register students and assist with test site/room preparation. Any 
individuals who will be present in the testing room during testing must meet Proctor requirements and must have 
been trained as a Proctor. Under no circumstances should Proctors be allowed to handle testing materials without 
direct supervision of a Chief Examiner or Supervisor.  
 

Hiring Staff Members for a Testing Center  

Testing center staff members are employees of the institution that hires them, not of Educational Testing Service 
or the State of Iowa. Their compensation, conduct, and supervision are, therefore, the exclusive responsibility of 
the hiring institution, except in their role as examiners, when they are bound to comply with all testing 
administration policies and procedures. Chief Examiners or Supervisors may be removed from examiner duties by 
the State Administrator or by Educational Testing Service for breach of conduct. 
 
Staffing Policy Recommendation 

One Supervisor is needed at a test administration for 20 or fewer candidates. For each additional 20 candidates, an 
additional staff person (Supervisor or Proctor) should assist with the test administration.  

When determining the number of staff members for a testing center, the Chief Examiner should base the decision 
on the following:  

 The Supervisor’s regular availability to administer the HSED tests.  

 The number of candidates regularly tested in a testing session.  

 The frequency of an official testing center’s testing sessions.  

 The scheduled work time required for examiners to address testing program concerns.  

Note: If the tests are being administered to a candidate who has a disability, the official testing center staffing plan 
shall include having an appropriate number of people available to assist. For testing sessions conducted in 
correctional facilities, prison guards may be present if they meet the eligibility requirements for Proctors and have 
been trained. For candidates with medical needs or disabilities, appropriate professionals may be assigned and 
remain present as necessary.  

Role 
Minimum Education 

Requirements 
Duties 

Chief Examiner 4 Year Degree  

Manages Entire Center – is responsible for oversight 

of everyone 

Assign/perform Supervisor duties 

Supervisor 

Associates Degree; OR 

some college and prior 

testing experience 

Check In: Verifies identify and eligibility of each 

candidate 

Responsible for security of testing 

Ensure/Install CBT stations set up correctly for test 

takers 

Ensures testing room is supervised at all times 

Assign/perform Proctor duties 

Proctor 
Secondary Diploma/ 

Equivalent 

May assist in computer setup 

Escort test takers to their workstations 
Monitor the testing room to maintain security and 

proper conduct without Supervisor present 
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PROCEDURES FOR APPOINTING OR CHANGING STAFF AT A TESTING CENTER  

 If the position of Chief Examiner is vacant, the State Administrator will ensure the restricted material has been 

inventoried and secured and will temporarily suspend testing until a new Chief Examiner has been appointed and 

trained. In order to appoint a new Chief Examiner the institution must complete the Test Center Staff Change 

form, email a copy and resume to the State Administrator and fax the original form to ETS. When the prospec-

tive Chief Examiner has been approved and assigned to the appropriate Test Center (s) login information to 

eLearning will be forwarded. The newly appointed Chief Examiner will not be permitted to conduct any testing 

until certified.  

 If the position of Supervisor (s) is vacant, the Chief Examiner will ensure the restricted material has been inven-

toried and secured and will temporarily assume testing responsibilities at that location until a new Supervisor (s) 

has been appointed and trained. In order to appoint a new Supervisor (s) the Chief Examiner must complete the 

Test Center Staff Change form, email a copy and resume to the State Administrator and fax the original form to 

ETS. When the prospective Supervisor (s) has been approved and assigned to the appropriate Test Center (s) 

login information to eLearning will be forwarded. The newly appointed Supervisor (s) will not be permitted to 

conduct any testing until certified.  

 If the position of Proctor (s) is vacant, the Supervisor (s) will ensure the restricted material has been inventoried 

and secured and will temporarily assume testing responsibilities at that location until a new Proctor (s) has been 

hired and trained. In order to hire a new Proctor (s) the Supervisor (s) must complete the Test Center Staff 

Change form, email a copy and resume to the State Administrator and fax the original form to ETS. When the 

prospective Proctor (s) has been approved and assigned to the appropriate Test Center (s) login information to 

eLearning will be forwarded. The newly hired Proctor (s) will not be permitted to conduct any testing unless un-

der direct supervision of Chief Examiner or Supervisor.  
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Chapter 3: Test Administration and Security Procedures 
  

HSED test takers have access to full instructions in the HiSET Information and Registration Portal and should be aware 

of any documentation and fees needed on testing day. Before they come to the test center, test takers should know the following:  

 What identification they must have.  

 That they must bring their Verification Form. 

 That they must correct information in their registration account before coming to the test center.  

Note: Name changes cannot be accepted.  

 That they may not bring cell phones, smart phones (e.g., BlackBerry® or iPhone® devices), PDAs and other elec-

tronic, recording, listening, scanning or photographic devices or aids to the test center.  

 That their scores may be canceled if they cheat or attempt to cheat.  

 

SECURITY OF TEST MATERIALS AND EQUIPMENT  

The security of test materials is critical. From the moment the test center staff completes all the appropriate steps to 

become a testing center, from the administration of examinations and until the test data and/or testing material is sent 

back to ETS, the test center staff are fully responsible for ensuring the protection of the examinations from loss or un-
authorized access and preventing a candidate from having either an unfair advantage or disadvantage.  

Staff must make certain that no test taker has access to the test(s) before the administration; that every test taker 
does his or her own work; that no one reproduces, copies, photographs or records any of the examination ques-
tions or takes secure test material (or any portion thereof ) from the test center. The sharing of test materials with 
test center staff or other school personnel can result in delays in reporting test scores or in the invalidation of test 
scores. In addition, test taker responses or essays are confidential and should not be shared. Any breach of securi-
ty, no matter how minor, must be reported to the department and ETS. 

The following procedures must be strictly followed: 

 Make certain no candidate has access to the testing software before the examination. 

  Ensure that no one inspects, views, or reads computer-displayed questions at any time except for candidates when 

they are taking the test. 

Note: Test center  staff may inspect the content of tests when it is necessary to investigate a candidate’s repor t of 

a specific problem. Test center staff may read individual test questions only if a candidate reports flawed questions. 

 Based on the ID shown by the candidates, ensure that all candidates are authorized to test and that the person tak-

ing the test is the person authorized to take it. 

 Provide test center administrators with a space from which to clearly view all candidates in the testing room at all 

times. 

 Restrict access to Administrative Workstation functionalities to authorized test center staff only, and preserve the 

confidentiality of the information displayed. 

 Notify ETS as soon as possible upon discovery of any potential compromise of test data or materials before, dur-

ing, or after the testing process. See the eLearning module on Communicating with ETS for more information. 

 Report any and all unusual testing circumstances by completing  a Supervisor Irregularity Report or Center Prob-

lem Report (CPR). See Chapter 10. 

 ETS will provide each individual Chief Examiner and/or Supervisor with his/her own personal login credentials. 

 Personal passwords should never be shared. It is extremely important to protect the integrity and confidentiality of 

all passwords. A security breach may result in a compromise of the HiSET examinations and candidate data. 

 Secure all computers being used for HiSET testing. When test center staff is not present, the testing room must be 

locked. If your test center uses laptop PCs, the laptops must be locked in a secure location when not in use. 

 Any security breach must be reported to the department and ETS Office of Testing Integrity within 24 hours of 

the occurrence. Just reporting the breach to the department is not sufficient. 
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FACILITY  NO  

Test center is located within a locked, enclosed room, and is supervised 

when unlocked. 

      

Test center is not used for general purposes when testing occurs.       

Provides a secure and safe testing area.       

Provides comfortable seating and room temperature for candidates 

during testing. 

      

The door to the testing room is closed to provide a quiet testing 

environment. 

      

Testing room is entered directly from the administration/reception area.       

Recommendation: Testing room is not accessible through ground-level 

windows. 

      

INVENTORY OF TEST MATERIALS AND EQUIPMENT 

If a testing center is in possession of paper based testing material, the following inventory procedure must be followed to 
prevent test book security problems and, if necessary, to pinpoint when a breach of security may have occurred.  

Count the test books:  

 Within 24 hours of receipt.  

 When distributing materials to the Proctor on the test date.  

 After materials have been distributed to test takers.  

 Before test takers are dismissed from the testing room.  

 When preparing materials for return to ETS.  

 

TEST CENTER SECURITY COMPLIANCE CHECKLIST   

 

FURNITURE  NO  

Desks are not placed at right angles to each other; candidates do not have a 

view of any screen other than their own. 

      

If there are no partitions between computer testing stations to restrict visi-

bility, then there must be a separation distance of 5 feet (1.5 meters) from 

the center of one computer monitor screen to the center of the screen of 

any adjacent computer. 

      

Recommendation: A clock is visible to candidates in the testing room.       

LIGHTING  NO  

Lighting is provided that enables candidates to read their computer screen 

in comfort, without shadows or glare on the computer screen or writing 

surfaces. 

      

COMMUNICATIONS YES NO COMMENTS 

Test schedule is easily available to candidates on website, voice mail, printed 

material, or posted at test center. 

      

Test center or test center reception area has a telephone available to facilitate 

contacting ETS Technical Support or ETS Office of Testing Integrity. 
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  NO  

A private testing room is available. 
  
Note: This is optional. The intent is to provide a location for  testing ac-

commodations when a private session is required for a candidate with a disa-

bility. This reduces the potential need to “close” the main testing room to 

accommodate candidates with disabilities. 

      

The facility meets the local code for access by the disabled and the 
Americans with Disabilities Act of 1990 as amended. 

      

One adjustable-height workstation is available.       

Minimum width of an accessible pathway is 36” except at doors.       

TEST CENTER’S OFFICE YES NO COMMENTS 

An area next to the testing room used for candidate registration and for moni-
toring test center activity is provided. 

      

Test center accommodates reasonable privacy for candidate identification 

verification and prevents exposure of such information to other candidates. 

      

SIGNAGE YES NO COMMENTS 

Recommendation: A sign is posted outside the test center indicating 

“Testing is in progress. Please be quiet.” 

      

TEST CENTER STAFF MEMBERS YES NO COMMENTS 

Treat candidates in a professional and courteous manner.       

Have read and are very familiar with the Test Administration Manual: Iowa’s 

Policy and Procedure for HiSET Assessment 

      

Have been assigned unique user accounts to access the HiSET software.       

Notify the department and ETS when staff changes occur and provide com-
plete contact information, including email addresses and phone numbers. 

      

Chief Examiners and Supervisors have completed the online HiSET 

eLearning training. 

      

TRANSPORTATION YES NO COMMENTS 

Recommendation: Test center is easy to find and has access to public trans-
portation where available. 

      

PARKING YES NO COMMENTS 

Curb ramps, a minimum of 36” wide leading from the parking area/street lev-
el to the sidewalk leading to the building entry door. 

      

Adequate accessible designated parking spaces are available based on the test 

center size and building requirements. 

      

Recommendation: Sufficient convenient parking on campus is available 

to accommodate the maximum number of candidates in the test center at any 

one time; parking is available within reasonable and safe walking distance of 

the test center. 
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SECURITY BEFORE THE TEST YES NO  

Passwords are secured and/or locked up and not posted in testing area, 

reception area or offices. 

      

Testing room is locked and secured when testing is not occurring. Access to 

the testing room key is limited to authorized staff. Laptop computers are 

secured with locks at all times or locked in secure storage when not in use.  

   

The Testing Administration Manual—HiSET is available for reference by 

the testing staff. The manual contains proprietary information and is kept in 

a secure location when not in use. Testing center staff understand and follow 

guidelines and practices in the TAM.  

   

Review the Attendance Roster in the HiSET Information and Registration 

Portal and plan seating arrangements.  

   

Remove the test materials needed for the testing occurrence from a secure 

locked storage area. 

      

Ensure that sufficient staffing is available for the entire duration of the test-
ing occurrence. 

      

Recommendation: Institution has a test center  staffing succession 

plan. 

      

Recommendation: Test center  administrators regular ly change 

their individual software passwords (every 30 days). 

      

Recommendation: Criminal background checks are par t of 

hiring practices for test center staff. 

   

SECURITY ON THE DAY AND ADMISSION YES NO  

Meet with staff to review procedures for checking ID, Verification Form, 

and payment of the diploma fee. Check identification of each test taker care-

fully. Deny admission to anyone who does not meet the admission require-

ments. 

      

Complete check in of the test taker in the HiSET Portal and indicate whether 

the test taker has been “signed in,” is a No Show,” or “Could Not Test” (for 

various reasons).  

      

Assign each test taker to a room and/or seat.       

A safe area is provided in which testing candidates can store their personal 

belongings including purses, books, backpacks and electronic devices such 

as cellphones, Bluetooth® enabled headsets/earbuds, iPods, and calculators. 

These items should never be allowed in the testing room. Visually inspect 

students for attached electronic devices. 

   

SECURITY DURING THE TEST   NO  

Hand a test book and answer sheet (and calculator if applicable) 

directly to each test taker. Place unused test materials not accessi-

ble to the test takers at any time. Count test takers and unused test 

books the sum must equal the number of test books counted out. 

      

Have students sign in and create a seating chart for each room used.       

Exam administrations are monitored at all times by a test center administra-

tor or proctor. Never leave the room unattended. Ensure that staff are vigilant 

and do not access personal cell phones or text messages during the admin-

istration. 

   

A test center staff member can access the room within 10 seconds of an is-

sue. Testing staff walk through the testing room at 10-minute intervals.  
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Begin the test according to the instructions in this Manual. Keep 

careful track of the timing for the test.  

      

Change the seats of test takers you suspect are cheating. Report the occur-

rence on the Supervisor’s Irregularity Report. 
   

Inform test takers that cell phones cannot be used during the test. Cell 

phones, smartphones (BlackBerry®, or iPhone® devices), PDAs and other 

electronic , recording, listening, scanning or photographic devices are not 

allowed in the testing center. Report such incidents on the Supervisor’s Ir-

regularity Report. 

   

Notify the department and ETS if a breach of security occurs, no matter how 

minor, or if there is an emergency. 

   

SECURITY AFTER THE TEST  NO  

Collect test book, answer sheet, and calculator (if applicable) from each test 

taker. Account for all material (including scratch paper) before dismissing 

the test takers. Place materials out of reach of test takers as they leave the 

room. Dismiss the test taker. 

   

Check the testing room to be certain nothing has been left behind.     

Log onto HiSET portal for each appointment whether the test taker checked 

in, was a “No Show,” or was not able to test or complete the testing session 

for some reason. 

   

Complete all appropriate reports and forms.    

Evaluate the administration; make any suggestions for improvements on the 

Supervisor’s Comment Sheet. 

   

Return all test answer sheets to ETS promptly for scoring.    

Check every book to ensure it is reusable. If not, follow the guidelines for 

returning material to ETS.  
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Chapter 4: Preparing a Test Center for Test Administration  

This chapter describes the procedures necessary to prepare a test center for its first administration of the HiSET  as-

sessment. It will help a testing center: 

 Compete and submit the required documentation; 

 Submit the Center Master Form and Memorandum of Understanding to the testing vendor;  

 Complete  the online training and assessment and receive access to the test administration system; 

 For computer based testing—install the necessary software and configure the computers and perform a test run; 

and 

 For paper based testing—order paper based material.  

 

PRIOR TEST CENTER APPROVAL 

For Testing Center for 2015, Iowa is approving only testing centers that has experience in providing High School 
Equivalency testing. Each applicant must meet the physical, environment, comfort and staffing requirements as 
outlined in this manual. In addition, a Prior Test Center Approval form and detailed digital photos will need to be 
submitted. (digital photos are not required for correctional testing sites). As a previously approved testing site a 
monitoring visit will not be conducted, however the photos will need to be on file to verify facility requirements. 
Therefore the photos must capture the layout of the testing room indicating the physical requirements and space 
between work stations. The photos will also need to  verify the accessible, signage and check in station  (if applica-
ble). For computer based testing, verification of computer specifications will need to be submitted for three com-
puters intended to be designated as the cache proxy, the administrative station, and one testing station.  

Following the implementation of HiSET assessment in Iowa, the department will determine if additional testing 
centers are needed to accommodate the needs of test takers. The procedures for adding additional testing centers 
will be determined as needed but will include a partnership with a local adult education and literacy program 
through a memorandum of understanding and a test center observation visit prior to  approval. 
 

Test Center Observation   

Test center observations by the department will be scheduled for the purpose of evaluating test administra-
ations 

also afford an opportunity for test center staff to raise questions, seek advice or make comments and allow 
the observers to offer suggestions about modifying test center procedures to help alleviate problems that 
may have occurred prior to approving the testing center location.  

The observer will want to monitor as many aspects of the test administration as possible, particularly test 
security arrangements and procedures, conditions relating to the testing environment, and any evidence of 
the impact of recent changes in program policies, procedures or requirements. Photographs of the testing 
center might be taken for the file as a point in time reference to track any changes that the center might 
make in the future.  

 

Documentation to Testing Vendor 

A center master form is required to be submitted for each main and addendum site. The center master form details 
the days and hours that testing will be available. If computer and paper based testing will be available at the same 
location this needs to be clearly defined. Only computer based testing dates and times provided in the center mas-
ter form will be listed for students to register for testing. If a testing center is transitioning to computer based 
testing and has received temporary permission from the department to provide paper based testing the times and 
dates will not be posted online. Correctional test times and dates will not be posted for online registration either. 
Test takers will need to register for paper based testing by phone or by the Chief Examiner. The center master form 
can be updated as needed by contacting ETS. 

Each local testing center will need to have an annual Memorandum of Understanding (MOU) signed by the Chief 
Examiner, the department and the testing vendor. This  MOU will establish the agreement that will be binding as 
the testing centers uses the assessment. The MOU will cover each addendum site including corrections.  
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 Action Explanation 

1 ETS enters the user’s name, email address, and test 
center number into the eLear

Note: The staff members who will be entered into 

eLearning are those who will serve in the roles of 

Chief Examiner and Supervisor. 

This creates an eLearing account for 

the user. 

2 The eLearning system sends an email to the user with 

their eLearning login credentials and the eLearning 

website address. (These credentials provide access only 

to the eLearning, not to any other system.)  

The user will be able to access the PBT 

eLearning, the CBT eLearning, or both, 

based on the test center numbers with 

which the user is associated.  

3 The user reviews the eLearing modules and completes 

the assessment. 

The eLearning displays a 

“Congratulations” message when a 

passing result is achieved. A user who 

does not achieve a passing result 

should review the training modules and 

take the assessment again  

4 Within a few days after passing the eLearning assess-
ment, each user receives his or her personal login cre-
dentials for the HiSET systems and instructions for 

activating the new account. 

The user will receive three separate 

emails – the first with his or her 

username; the second with a temporary 

password; and the third with a PIN and 

instructions for activating the new ac-
count.  

5 The user logs in and resets his or her password accord-

ing to the instructions received by email. 

This step is required because temporary 

passwords cannot be used to log in to 

the test administration system or the 

HiSET Portal.  

The user now has valid login creden-
tials to start the computer-based testing 

system and access the HiSET Portal. 

The same login credentials are used for 

both purposes 

STAFF AUTHORIZATION AND ACCESS TO THE TESTING SYSTEM 

See Chapter 2 for more information about the roles and responsibilities of the testing center staff. Once approval for 

the testing center has been established by the department and the testing vendor has received the required documen-

tation, an email with user name and password for accessing eLearning will be forwarded. Iowa requires that each 

Chief Examiner and Supervisor successfully completes and  certifies prior to test administration.  
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Installing and Configuring the Hardware and Software 

The computer-based HiSET tests are administered with the ETS Internet-Based Testing (iBT) Administration System 
(IAS). Test center staff must ensure that the required computer hardware and software are installed and that the 
hardware, software and local area network are configured as required.  

IMPORTANT: Prior to working with HiSET Technical Support to set up your test center for the first time, it is im-
portant to ensure that the test center meets the system and technical configuration requirements referenced be-
low. Please share the system and technical configuration requirements with your site’s local technician and obtain 
his or her assistance, if necessary, to verify your configurations and settings and install the required software.  
 
System and Technical Configuration Requirements 

Visit the HiSET website at http://hiset.ets.org/states_educators/faqs for information about system requirements 
and technical configuration, including the following:  

 Minimum system requirements (including computer hardware specifications, supported operating systems, 
local area network [LAN] and internet connectivity requirements)  

 Technical configuration guidelines (including information about desktop security configurations, network fire-
walls, LAN communication, power option settings, and other topics)  

 
Computer Configuration Options  

Each test administration requires a local server/cache proxy application to be launched first because the cache 
proxy serves as the communication center. In addition, an administrative station application must be launched in 
order to perform check in and accomplish other administrative functions. The cache proxy and administrative sta-
tion applications are usually hosted on two different computers but may be hosted on the same computer at a test 
administration with up to ten testing candidates. In addition, one testing workstation computer is required for each 
candidate. Therefore, a test center requires at least as many testing workstations as candidates to be tested con-
currently.  

At larger test centers, it may be necessary to host the cache proxy application on more than one computer, depend-
ing on the number of candidates to be tested concurrently and the technical specifications of the cache proxy com-
puters. Guidelines for the maximum number of testing workstations per cache proxy computer have been estab-
lished to ensure that the cache proxy computer(s) will have sufficient computing power to provide the test infor-
mation efficiently to all the testing workstations. 

Review the following configuration options and select the one most suitable for your site. For correctional sites and 

sites with limited or no connectivity a limited configuration will be used with the added feature of preloading the 
cache proxy on a laptop prior to entering the testing center. Descriptions and diagrams of each configuration are 
provided later in this section.  
In all configurations, the cache proxy computer(s) must be dedicated to HiSET testing during a HiSET test admin-
istra stered will adversely affect 

Number of Candidates to be Tested Concurrently Suitable Configuration 

Up to 10 (can include preloading for correction or sites 

with limited/no internet access. ) 

Limited Configuration OR Standard Configuration 

Up to 20 (with a low level cache proxy computer) 

Up to 40 (with a high level cache proxy computer)  

Standard Configuration 

More than 20 (with a low level cache proxy computer) 

More than 40 (with a high level cache proxy computer)  

Multiple Cache Proxy Configuration 
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Limited Configuration 

When using only one testing workstation, the local server and administrative station applications can run on the same 

computer, thus requiring only two computers. There is a limit of one to ten testing workstation when using this configur
tion. Therefore, you cannot use this configuration if you plan to test more than ten testing candidates at a time. If you start 
the local server and administrative station on the same computer, the following warning will be displayed to remind you 
that only ten testing workstation is allowed.  

 

 

 

 

 

 

 

 

Warning: The iBT Local Server and the iBT Administrative Application are running on the same computer. Only ONE to TEN 
Testing Workstation is allowed with this arrangement.  
Standard Configuration 
The standard computer configuration for an iBT test center requires a minimum of three computers:  

 

date results  

 Administrative Station: For candidate check in and other administrative tasks  

 Testing Workstations (one per candidate): For delivering tests  

 

Note: A cache proxy computer can support up to 20 or up to 40 concurrent test takers, depending on the hardware 
specifications of the host PC. Refer to the hardware/software requirements document on the HiSET website at http://
hiset.ets.org/states_educators/faqs.  
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MULTIPLE CACHE PROXY CONFIGURATION 

This configuration features running the cache proxy application on more than one computer to support a larger num-
ber of concurrent test takers than with the standard configuration. The cache proxy that is launched first becomes the 

primary and the second cache proxy assumes the role of secondary. The admin station and testing workstations are 

launched on different computers, as shown below:  

Multiple Local Server (Cache Proxy) Configurations: All local servers (cache proxies) and testing workstations that 

are launched using the same test center ID code and residing on the same subnet must be in the same physical loca-

tion because they are part of one test delivery system. 

 

Installing Required Software 

The software listed in the following table must be installed on the test center computers in order for them to be 

capable of delivering the computer-based tests:  

Note: The software listed above MUST NOT be deleted from the computers’ hard disks. Consult your local site tech-
nician to ensure that the computers are not configured to erase/delete the hard disk contents during a restart or on 
a periodic basis.  

If the above software is not already installed, or if you are not sure that it is installed, download the required soft-
ware by clicking the iBT Bundle Installer link on the following ETS website: http://ibt1.ets.org/ibt/info.html.  
The iBT Bundle Installer will install the required version of Java Runtime Environment (JRE), the iBT Keyboard Driver 
and the Java Access Bridge, all of which can also be downloaded separately from the links on the website.  

The screen magnification software may be installed separately by clicking the appropriate Download link on 
the website. The screen magnification software is required for screen magnification and color switching, which are 
available as test accommodations for candidates with disabilities. It is not used for standard testing.  

 

Cache Proxy Admin Station Testing Workstation 

 iBT Bundle Installer  iBT Bundle Installer  iBT Bundle Installer 

 Screen Magnification 

Software 
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PERFORMING A “ROUND TRIP” TRIAL RUN TO VERIFY TEST CENTER CAPABILITY 

A test center must perform a Round Trip, which is a trial run to verify that the center is capable of administering the com-
puter-delivered HiSET tests. The process includes the following steps:  

 Contact ETS HiSET Technical Support well in advance to schedule a Round Trip registration for the date when you plan 
to run the Round Trip.  

 Prior to the date of the Round Trip, ensure that the system and technical requirements are met (see “System and 
Technical Configuration Requirements”) and that the required software has been installed. Consult your local technician 
for assistance, if necessary.  

 Run the Round Trip. During this process you will check in a sample test taker and launch a demo test on at least one 
testing workstation. Successful completion of a Round Trip validates that the required software is installed and opera-
tional on the cache proxy and administrative station as well as the testing station used, and validates communication 
across all systems within the test center and to ETS.  

 Set up all the other testing workstations during the Round Trip and use the Quick Launch process to run a demo test 
on each of them to validate their ability to deliver a test.  

 Contact HiSET Technical Support to report that the Round Trip and demo exams were delivered. HiSET Technical Sup-
port will verify that they were completed successfully.  

A detailed description for conducting a round trip is included in the appendix. 
Note: A test center cannot be activated for HiSET test administration dates until a Round Trip has been completed 

successfully. 
 

PERFORMING A “ROUND TRIP” TRIAL RUN FOR A SITE WITHOUT INTERNET CONNECTION (CORRECTION SITES) 

The basic process for preparing a testing site without internet connection starts with using the cache proxy to download 
the test content and the roster while connected offsite to a network with Internet access. Using the cache proxy in discon-
nected mode the testing administrator connects to the test delivery network without Internet connectivity. Once the test 
administration is over, the testing administrator takes the same cache proxy back to the network with Internet access and 
brings it to the ready status to upload the test results. 

 Log on to the laptop with a Windows account that has administrative privileges and internet connection. 

 Download and install the iBT Bundler on the computer and reboot. 

 Visit the iBT cache proxy URL and log in with the TCA’s credentials. 

 The cache proxy application launches and begins downloading contents. 

 Contents are downloaded and the cache proxy displays the Ready status. 

 Connect two additional laptops to this network. 

 One laptop works as the admin station and the other runs as a testing workstation. 

 Install the iBT bundler software on these two computers and reboot. 

 Run a Round Trip demo test as per procedures described in eLearning. 

 Shut down the cache proxy and take it to the testing facility. 

 Connect the cache proxy to the testing facility network and get it ready. 

 Start the cache proxy using the cache proxy desktop shortcut. 

 Key in the disconnected mode password that the TCA acquired from HiSET Tech Support on that same day. 

 Prepare the cache proxy in disconnected mode and make it ready. 

 On the admin and testing stations, access the DM URL to connect to the cache proxy. 

 Install the iBT bundler software from this link on the admin and all testing stations and reboot. 

 Start the admin and testing stations and make them Ready. 
The setup is now complete. This is a one-time procedure. 
 
Ordering Paper Based Testing Material 

Any testing center location can order paper based testing material to have on site in case of emergency, for testing accom-
modations or as needed by the test taker with the  discretion of the Chief Examiner. Ordering is done through the HiSET 
Portal which is an online system which Chief Examiners and Supervisors can log on. Test books are ordered in sets of five 
and can be used for multiple locations as long as the security procedures are followed for storing and transporting the ma-
terials between locations is followed. In addition. the paper based testing material can be used as long as the material is 
undamaged. Once the material is not appropriate for use the return procedures must be followed as outlined. 

http://hiset.ets.org/s/pdf/cdt_system_requirements.pdf
http://hiset.ets.org/s/pdf/cdt_system_requirements.pdf
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Chapter 5: Activities Before Administering Assessment   

Introduction 

Before administering a HSED assessment, activities will focus on selecting and training staff; selecting and preparing facili-
ties; and receiving, gathering and securing test materials.  
 
Preparing Staff and Facilities  

The Chief Examiner is responsible for training staff before an administration of the HSED assessment to effectively fulfill 

their test administration duties as outlined in this Manual. Chief Examiners must ensure that they know the specific test 
administration procedures, are aware of related test security issues and understand the importance of safeguarding the test 
materials at all times.  

Chief Examiner should include the following activities in training:  

 Provide a training session at the beginning of the testing year.  

 Have a briefing session on the morning of the test to update staff on any last-minute problems, reassign staff if some-
one is absent, and so on. Staff members must have access to this Manual throughout testing and must adhere to the 
procedures and instructions it contains.  

 Inform all test center staff that they must refrain from using their personal cell phones or text messaging during the 
test administration.  

 Advise staff that test takers and test center staff are prohibited at all times from taking photos or recordings of any 
kind in the test center, including during the administration or breaks.  

 Provide an ongoing review of test administration procedures throughout the year.  

 Undertake immediate remediation of any staff-related problems.  

 
Supervisors Duties on Test Day  

Supervisors are responsible for the actual test administration in their assigned testing rooms. The “Checklist for HiSET Su-
pervisors” should be made available to them prior to the administration. If there are any concerns with performing the 
following duties the Chief Examiner should be notified immediately to ensure that the test administration is properly 
staffed. Supervisors should be familiar and prepared to perform the following duties:  

 Review the contents of this Manual prior to the test date and be able to apply the required procedures for managing 
their testing rooms; arrive at the test center at the specified time to receive materials and their room assignments; 
verify the count of test materials assigned and record test book serial numbers on the Supervisor’s Report Form.  

 Inspect the room for appropriate seating arrangement, lighting and ventilation.  

 Admit test takers according to directions; verify identification as required and assign seats; distribute test books to 
each test taker, individually distribute a calculator to each test taker (if applicable, be sure that the memory has been 
cleared).  

 Immediately report any irregularities to the Chief Examiner, document the irregularities on a Supervisor’s Irregularity 
Report and sign it.  

 Collect test books according to instructions; strictly account for all used and unused test books; complete and return 
all reports and forms to the Chief Examiner. 

 Promote good public relations by answering procedural questions and handling complaints or disturbances in a cour-
teous and professional manner.  

 Direct and supervise the proctors who assist them.  

 Refrain from using their personal cell phones or text messaging during the test administration.  

 Advise test takers and test center staff that they are prohibited at all times from taking photos or recordings of any 
kind in the test center, including during the administration or breaks.  
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Numbers Needed 

By reviewing the roster of test takers prior to the test administration, the Chief Examiner will be able to adequately staff the 
testing center. The number of supervisor/proctors needed has been set by Iowa. Following is the  number of supervisor/
proctor per test taker ratio: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Selecting Test Center Facilities 

The success of any test administration depends greatly on the suitability of the test site. Test takers will not be able to do 
their best if they are distracted by such things as noise, poor lighting, inadequate writing surfaces or extreme temperatures. 
Although some adverse conditions may be beyond the control of the Supervisor, every effort must be made to minimize the 
possibility of such distractions through careful planning.  

When arranging for testing rooms, evaluate the available rooms in terms of the requirements listed in this section for:  
Seating and security.  
Other physical requirements.  
Comfort and environment.  
Then make your selection based on overall suitability.  

Seating and Security 

To ensure a secure testing area, the department recommends the following.  

 The test center is located within a locked, enclosed room, and is supervised when unlocked.  

 The test center is not used for general purposes when testing occurs.  

 The door to the testing room is closed to provide a quiet testing environment.  

 The testing room is entered directly from the administration/reception area.  

 The testing room is not accessible through ground-level windows.  

 Whatever the room size, the number of test takers that can be tested in a room will depend on the seating plan used. If 
you find that you must reduce your center’s stated capacity to meet the minimum requirements for spaced seating, 
please let the department and ETS know at once. 

 The testing rooms must be arranged so that all test takers face in the same direction, and all the chairs must be placed 
directly behind those in the preceding row.  

 Assign a number to each testing room (Room 1, Room 2, etc.). Keep a record of the test takers assigned to each room 
so it will be possible to know the room in which the test taker tested.  

 Test takers must be separated on each side, left and right, by a minimum of five  feet (about 1.25 meters) measured 
from center of testing station to center of testing station.  

 In an inclined seating arrangement, such as an auditorium or lecture hall, there must also be a four-foot sepa-
ration at both the front and rear.  

 You and your staff should have unimpeded access to every test taker to distribute and collect test materials individually 
and to effectively monitor the test-taking process.  

 Only one test taker may be seated at a table that measures six feet or less in length. Do not seat test takers so they face 
each other at opposite sides of the table.  

Test Taker to Supervisor/Proctor Ratio 

Number of Test Takers Number of Supervisor/Proctors 

1-20 1 

21-40 2 

41-60 3 

61-80 4 

81-100 5 

If more than 100 test takers in one testing room, it is recommended that there be an additional proctor 
for every 20 students or fraction thereof over 100. 
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 A large, smooth writing surface is very important. Test takers should not have to pick up or shift their test books for 
lack of space. Therefore, rooms that are equipped with desks or tables are preferred. If tablet-arm chairs are used at 
your institution, they must have a minimum writing surface of 12 x 15 inches (30 x 38 centimeters). If the facilities 
do not meet this requirement, please contact ETS at once. In general, lapboards do not provide an acceptable 
writing surface.  

 Study carrels, language laboratory booths and tables with partitions or dividers are acceptable only if the following 
conditions exist: The side walls of the carrel or booth are made of an opaque material.  

 The front of the carrel or booth is clear from the top to the writing surface.  

 Test takers are at least four feet apart, thus limiting use to every other carrel or booth.  

 All test takers are seated facing in the same direction.  

 If possible, seat left-handed test takers at tables, desks or left-handed tablet-arm chairs. If the use of right-handed 
tablet-arm chairs cannot be avoided, seat left-handed test takers so there is a vacant writing surface to their left.  

 Randomly assign specific seats. This may thwart any prearranged cheating plans. It will also separate friends and 
associates and prevent them from communicating during the administration.  

 Do not, under any circumstances, allow test takers to select their own seats.  

 Seating in approximate alphabetical order may help to separate friends and associates, but do not seat test takers 
with the same last name near each other.  

 Regular seating patterns that could be anticipated or circumvented by the test takers (e.g., instructing them to sit on 
alternate sides of the room as they are admitted) are not acceptable.  

 Test schedule is easily available to candidates on website, voice mail, printed material, or posted at test center.  

 Test center or test center reception area has a telephone available to facilitate contacting the ETS Office of 
Testing Integrity.  

 An area next to the testing room used for candidate registration and for monitoring test center activity is provided.  

 Test center accommodates reasonable privacy for candidate identification verification and prevents expo-
sure of such information to other candidates.  

 A sign is posted outside the test center indicating “Testing is in progress. Please be quiet.”  

 Test center is easy to find and has access to public transportation where available. Sufficient convenient 
parking on campus is available to accommodate the maximum number of candidates in the test center at any 
one time; parking is available within reasonable and safe walking distance of the test center.  

 Adequate handicapped designated parking spaces are available based on the test center size and building require-
ments.  

 Curb ramps are a minimum of 36” wide leading from the parking area/street level to the sidewalk leading to 
the building-entry door.  

 A sample seating chart and checklist is available in the Appendix of Forms.  

 
Physical and Comfort Environments 

 Restrooms should be located near testing rooms and should be easy to find. Post directional signs.  

 Each testing room should have a clock, preferably at the front of the room, so that test takers can see it with-
out turning their heads. You or a member of your staff must post the time remaining (as specified in the instruc-
tions) so that test takers without watches can properly pace themselves. 

 Testing rooms should not be near noisy areas or activities such as athletic events, band practice, commencement 
exercises, other test administrations, construction work, heavy traffic, etc.  

 Lighting should enable all test takers to read the test questions and mark their answers in the test book in comfort. 
It should not produce shadows or glare on the writing surfaces.  

 



Page 26 Iowa Department of Education 

Materials Provided to Testing Centers  

The HiSET Portal is an online system for both HiSET test takers and Test Administrators. It is separate from the general HiSET 
public website and is designed to allow test takers and Chief Examiners or Supervisors to log on and conduct many of the activi-
ties related to taking or administering the test.  

Test takers will be able to create and manage their HiSET Profile and access their Score Reports in the HiSET Portal. Test takers 
will also be able to schedule their test at a particular center on a particular day and to pay for the test.  Chief Examiners and 

Supervisors will be able to make appointments for test takers as well, check test-taker appointments for their center, access 

and print a roster for their testing sessions, record test-taker attendance, and conduct many other activities to support 

the work of conducting a successful testing session.  

The testing center will also receive or have available to them from ETS the following:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*It is recommended that the formula sheets be laminated by each testing center to ensure the sheets are kept 
clean, readable and in good condition for multiple uses. 

** For limited paper based testing purposes. ** Items are included in the Test Administration Manual—HiSET™  
 
Receiving Test Materials 

Alert your receiving office prior to each shipment that you are expecting a shipment to arrive and arrange to have 
the carton(s) delivered to you upon receipt. If immediate delivery to you is not possible, ask that the shipment be 
placed in a secure locked area that is restricted to one or two authorized persons. At each institution, authorized 
persons should be limited in number, and should be those persons whose normal duties require use and/or protec-
tion of secure materials. Students and prospective test takers are not considered authorized persons for the han-
dling of, access to, or storage of test materials. Within 24 hours of receiving the test materials, open each carton 
and check its contents against the test shipment notice. 

 Materials Provided to Testing Centers 

1. Textbooks, Formula Sheets* and Answer Sheets,** 

2. Supervisor’s Report Form (SRF)** 

3. The Testing Administration Manual containing the following forms: 

 Supervisor’s Irregularity Report (SIR)** 

 Test Question Ambiguity and Error Report** 

 Notice of Defective Test Books 

 Tips for Preventing Security Breaches** 

 Duties of Supervisors and Proctors** 

 Checklist for Supervisors** 

 Seating Chart** 

 Supervisors Comment Sheet** 

4.   Return Instructions Sheet**  

5. The following return envelopes: 

 Answer sheet return 

 IRR Return 

 Supervisor’s Irregularity Report (SIR) return 

6.   UPS return envelopes or cartons and labels 
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If the testing center does not receive the entire shipment of test materials, check the test shipment notice to see how the 
shipment was sent, and try to trace the missing materials through the local office of the delivery carrier indicated. If the ship-
ment is not received by the appropriate date, please contact ETS Test Administration Services so that there is sufficient time 
to trace the missing shipment or send another.  
Registering, Scheduling and Paying for Testing Administration  

The HiSET Portal is an online system designed to allow test takers to log on and conduct many of the activities related to tak-
ing the test. Test takers will be able to create and manage their HiSET Profile and access their Score Reports in the HiSET Por-
tal. Creating a profile and registering for the assessment can be done by calling ETS customer service at  
1-855-MyHiSET; online at  http://www.HiSET.ets.org/; or by completing the Registration Form and having test administra-
tive staff assist.  

Testing center staff will need to register correction testing candidates. This can be done online, or via phone with an ETS rep-
resentative. A correctional testing center staff can register multiple test takers with the same email address. It is the staff 
responsibility to ensure that the demographic information collected including social security number (if applicable) is com-
plete and accurate based on available records. This information will be used to generate the high school equivalence diplo-
ma. This record will become the testing candidate’s permanent record upon post release.  

Prior to scheduling an HiSET exam appointment, test takers must: 

 Agree to comply with age and verification requirements; 

 Locate a test center with an open date and time; and  

 Organize payment. 
Note: The test taker must contact ETS customer service at 1-855-MyHiSET or 1-855-694-4738 to schedule their appointment 
if they require testing accommodations or are paying with a voucher. Once the voucher has been redeemed subsequent 
tests can be scheduled online.  

The testing candidate should be aware of the cancellation policy if they are unable to attend their testing appointment for 
whatever reason. Contact the ETS customer service to cancel testing appointment at least four days prior to scheduled exam 
date, not including the day of appointment, to be eligible for a refund.  
For example, if the test date is Friday, June 5th, the deadline to cancel is Monday, June 1st.  

Exception cases refer to: 

 events caused by the vendor, testing location or tester  

 events beyond the control of all parties 
These exceptions are handled and evaluated for refund eligibility on a case-by-case basis. ETS understands events may occur 
outside of the test-taker’s control and has processes in place to evaluate and approve refunds for ETS-collected HiSET test 
fees. 
 
Procedures and pertinent information relating to unused or unredeemed vouchers:   

Exchange expiring vouchers via email hisetvouchers@ets.org.   
Include the expiring/expired voucher numbers, your name and name of Community College bookstore.   
ETS will email new valid voucher numbers directly back to your email address.   
New valid voucher numbers will not be on a spreadsheet but will be an email.   
The new voucher numbers are a 16 character alphanumeric number. The number to call for voucher questions and/or assis-
tance is 1-855-my HiSET, select option 1 for Iowa, then option 6 for vouchers.  
Per ETS:   All fees must be paid in USD; Vouchers expire 12 months from the date of purchase and are non-refundable; un-
used vouchers can be credited after 12 months. 
You may also use the voucher order form online at any time: http://hiset.ets.org/states_educators/resources/downloads/  

  
Step 

  
Action 

1 

Open the cartons and take out the materials. Check that the testing center has received all materials listed on your 

shipment notice.  

Note: Never  leave the test mater ials unattended while outside a locked storage area. 

2 

Store the carton (s) in a secure area to which only you and other authorized persons have access. Test materials are 

considered to be in a secure storage when they are locked in a container, compartment or area. Chief Examiners must 
take reasonable care to assure that the location of and access to the storage , and the strength of its locking mechanism, are 

sufficient to deter access to the test materials by unauthorized persons. 

mailto:hisetvouchers@ets.org
http://hiset.ets.org/states_educators/resources/downloads/
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MATERIALS PROVIDED BY THE TESTING CENTER 

The following materials are needed for each testing room:  

 A reliable watch (not a stopwatch or any other mechanical timing device) that can be reset as needed. If more than one test-

ing room is used, each of your HiSET Supervisors must also have a watch. In addition, each Supervisor must have a second 

timepiece available (such as a proctor’s watch or a wall clock) that can be used as a check against mistiming. Do not use a 

test-taker’s watch.  

 A large wall clock for each testing room that is clear ly visible to all test takers.  

 A supply of No. 2 or  HB pencils with erasers.  

 A pencil sharpener, if possible.  

 Calculators- the HiSET assessment is designed so test taker s do not have to use calculators, however  Iowa will allow 

test takers to use the Texas Instruments TI-30XS or Casio FX260 for paper and computer based testing for Math test only.  

 Formula sheets are new for the 2015 HiSET paper-based math tests. This reusable sheet must be provided to each candi-
date taking a HiSET math exam in 2015. It is recommended that  each testing center uses a laminated copy. The infor-
mation on the formula sheet is available to computer-based math test candidates on the computer, similar to the calcula-
tor tool. The sheet is also available in the HiSET download library. 

 Scratch paper – Test centers must supply scratch paper for candidates who request it. It is recommended that you provide 
scratch paper to all test takers so that there will be no question as to which test takers should have scratch paper to be 
collected at the end of the test session. Scratch paper must be colored, but it must be a sufficiently light color that candi-

dates can read their notes. Only one color of scratch paper should be used on a test day. Different colors should be used on 
subsequent test days. The maximum number of pages that can be given to a candidate at one time is 3. Provide each test 
taker with exactly three sheets of scratch paper. If a test taker asks for more scratch paper, collect the three used sheets 
before giving the test taker any more sheets. Ensuring that each test taker has exactly three sheets of scratch paper at all 
times eliminates any question as to how many sheets each test taker should return at the end of the test session. The test 

center supervisor must destroy the scratch paper when the test administration is over. All scratch paper must be collected 
before a test taker leaves the test center. Used scratch paper must be destroyed at the test center, either by shredding 
with a shredding machine or by tearing into very tiny pieces.  

Note: The only time scratch paper should be conserved is when it is evidence associated with an Irregularity Report. In that 
case, test center staff should retain the scratch paper in case it is required for a security investigation.  
 

MATERIALS THE TEST TAKER MUST BRING WITH THEM  

The following items need to be brought to the test center:  

 Acceptable and valid ID (one primary or two secondary). 

 Layered clothing that will allow the test taker to adapt to a range of room temperatures. 

 Payment for the diploma fee (if applicable). 

 Verification Form indicating test readiness for assessment scheduled. 

 Drop Slip (if applicable). 
Note: While correctional test takers will not be able to bring ID or the Verification Form, it is the responsibility of the test administrator to 
ensure that identification has been confirmed. Registration information entered in the HiSET portal  should be complete and accurate and 
verification of eligibility for testing should be confirmed. The Verification Form should be in the test taker’s file. Payment of the diploma fee 
and the drop slip are not applicable to correctional test takers. 

TEST TAKER REPORTING AND CHECK IN AREA 

To ensure that the admission process goes smoothly, it is important that you plan in advance how and where you will have the 
test takers check in. If you are using a central reporting site for test-taker check-in, please make certain that there is enough 
space for the test takers to line up. If more than one check-in table is used, each staff member checking in test takers should 
have a copy of the Attendance Roster. Each Supervisor is responsible for checking test-takers’ admission documents and iden-
tification at the testing room, even if check in is handled at a central reporting site.  

RUN A READINESS CHECK AND PRELOAD THE CACHE PROXY 

The testing system provides the ability to perform a computer-delivered Readiness Check prior to an upcoming administration. 
The purposes of a Readiness Check are:  

 To preload the cache proxy computer with the files that will be required on test day  

 To confirm the technical capability of all testing workstations  

 To confirm the availability of materials and personnel for the upcoming administration  

http://links.mkt1126.com/ctt?kn=14&ms=MjIwNTM0MDQS1&r=ODMwOTY4OTIxNjMS1&b=0&j=NDgzMzU4MTcyS0&mt=1&rt=0
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The Readiness Check will become available four days before each upcoming administration. If needed or desired, a Readiness 
Check can be run multiple times on the same day or on different days prior to the administration.  
Centers whose test administrations are always four or fewer days apart do not need to run readiness checks because test 
day setup and delivery downloads files to the cache proxy for the next four days’ administrations.  

If you have multiple test administrations scheduled in the upcoming four-day period, you will see all the administrations 
listed under Future Administrations when you start your admin station, and you can select any one of them to run a Readi-
ness Check. Running a single Readiness Check (for any one of the dates) will download the files to the cache proxy for all the 
next four days’ administrations. Refer to Running a Readiness Check.  

The cache proxy is the computer that will provide test content to the test delivery workstations. The files downloaded during 
the Readiness Check will remain on the cache proxy computer even when you turn it off, so your cache proxy will be ready to 
go on test day.  

Preloading shortens your test day start-up time and reduces the risk of encountering delays when downloading files on test 
day. If a technical problem prevents you  from connecting  to ETS on test day and your center has been  enabled to use 
“disconnected mode” as a recovery method, you will be able to switch to disconnected  mode only  if  you  have preloaded 
your cache proxy computer(s). 

Review Test Day Roster  

g   r to verify the number of register test takers and view the test-taker roster prior to test day. On the 
day of the test, the roster will be displayed on the admin station. The roster will allow staff to check-in test takers and 
launch their tests at any time on their scheduled administration date, regardless of their scheduled starting times. This allows 
flexibility for the testing center to adjust the actual starting times to suit the needs of the test takers and staff. The scheduled 
starting time for each registration will not be displayed on the admin station roster. To view the scheduled starting times, 
please log in to the HiSET Portal. This information should be used when making final arrangements for testing staff and 
rooms. 

The department recognizes the rights of individuals to privacy regarding information and the responsibility to safeguard such 
information. The identity of those who participate in a test administration is considered confidential. Rosters should not be 
used for any purpose that is not directly connected with the administration. If the roster is printed, it must be destroyed fol-
lowing the testing session.  
 
SECURITY PROCEDURES BEFPORE THE TEST 

All administration staff should be familiar with the security procedures covered in chapter 3. Below is the list associated with 
security before administering the test. Be sure to review this and follow all required steps.  

SECURITY BEFORE THE TEST YES NO  

Passwords are secured and/or locked up and not posted in testing area, reception area or offices.       

Testing room is locked and secured when testing is not occurring. Access to the testing room 

key is limited to authorized staff. Laptop computers are secured with locks at all times or 

locked in secure storage when not in use.  

   

The Testing Administration Manual—HiSET is available for reference by the testing staff. The 

manual contains proprietary information and is kept in a secure location when not in use. 

Testing center staff understand and follow guidelines and practices in the TAM.  

   

Review the Attendance Roster in the HiSET Information and Registration Portal and plan 

seating arrangements.  

   

Remove the test materials needed for the testing occurrence from a secure locked storage 

area. 

      

ntire duration of the testing occurrence.       
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CREATING A POSITIVE TESTING ENVIRONMENT 

Creating a positive environment as part of the examination process is important to the success of the program. The follow-

ing suggestions may help.  

 Greet test takers courteously to ease their anxiety. Your cordial words and behavior (and those of your staff ) will 

show test takers that they are welcomed and will make the testing experience less threatening.  

 If there is an unexpected problem (such as locked doors, a last-minute test site change or extreme room temperatures), 

acknowledge it and let the test takers know that you are trying to correct the situation as quickly and effectively as 

possible. If you share information in an empathetic way, you can alleviate tension and help to create a positive testing 

environment.  

 Inform test takers about the location of fire exits, restrooms and smoking areas, and give them information about 

breaks, smoking regulations and cell phone restrictions.  

 Inform test takers that they will not be able to use the restrooms during the test.  

 Tolerate some nervous noise before the test starts. Most people under stress tend to relieve their tensions through talk 

and movement.  

 Be patient, prompt, courteous and sensitive in responding to questions. Most questions are sincere and well meant. 

Try to respond to questions in the order in which test takers raise their hands. As long as test takers confine their que-

ries to the testing procedures, do your best to answer.  

 Treat all test takers equally. Knowing that test takers can be affected by the psychological atmosphere of the testing 

center, you will want to make certain that none of your procedures — or the manner in which instructions are given 

— make members of minority groups feel different from other test takers.  

 Allow sufficient time for all test takers to enter the required preliminary information on their answer sheets. Some test 

takers may not be familiar with standardized tests and may require special attention.  

 When test takers have finished, dismiss them in a friendly manner. 

 

PROHIBITED ITEMS 

Test takers who arrive at the test center with testing aids should be told that they may not bring them into the testing 
center. You and your staff members should not accept the responsibility of holding or safeguarding test-takers’ personal 
possessions. Anyone found using testing aids during the administration should be warned and, if the action continues, 
should be dismissed from the examination (see “Dismissal for Misconduct”). While taking a test, test takers should have 
nothing on their desks except their test books, calculators provided at the test center, pencils, erasers and photo identi-
fication. The use of any of the following items in the testing center is strictly prohibited.  

 Cell phones, smartphones (e.g., BlackBerry®, i-Phone®), PDAs and other electronic, recording, listening, scanning 

and photographic devices  

 Calculators that have been brought in by the test taker  

 Books, pamphlets or notes  

 Highlighter pens  

 Mechanical pencils or pens  

 Mechanical erasers  

 Stereos or radios with headphones  

 Watch alarms (ensure that the test taker deactivate any alarm -if in doubt have the student store the device)  

 Watch calculators  

 Rulers  

 Dictionaries (including electronic)  

 Translators  

 Papers of any kind  

 Head coverings and headgear—are only allowable if worn for religious purposes which typically includes turban, 

hats, scarves and yarmulkes.  
If the test taker refuses to store these items or return them to their car, contact ETS to see if the test taker is allowed to 

continue his or her test. This constitutes test taker misconduct and must be reported on the Supervisor's Irregularity Report 

as a breach in the test security.  

Chapter 6:  Activities on Administration Day 
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MISCONDUCT  

All of the following behaviors by test takers are considered to be misconduct:  

 Attempting to take the test for someone else or having someone else take the test for the test taker.  

 Failing to provide acceptable identification.  

 Obtaining improper access to the test, a part of the test or information about the test.  

 Having any prohibited device in their possession in the test center (cell phones, smartphones [e.g., BlackBerry® or i-

Phone® devices], PDAs and other electronic, recording, listening and photographic devices).  

 Using any aids in connection with the test, such as: mechanical pencils, mechanical erasers, pens, pagers, beepers, 

books, pamphlets, notes, unauthorized scratch paper, highlighter pens, stereos or radios with headphones, watch 

alarms (including those with flashing lights or alarm sounds), calculators other than those distributed by the test cen-

ter, watch calculators, stop watches, dictionaries, translators, compasses, protractors and any handheld electronic, 

recording, listening or photographic devices.  

 Creating a disturbance. Disruptive behavior in any form will not be tolerated; the Chief Examiner and/or Supervisor 

has sole discretion in determining what constitutes disruptive behavior.  

 Attempting to give or receive assistance. Communication in any form is not permitted during the test administration. 

Discussion or sharing of test content during the test administration, during breaks, or after the test is prohibited.  

 Removing or attempting to remove test content from the test center, reproducing and/or disclosing test content by 

any means (hard copy, verbally, electronically), to any person or entity.  

 Tampering with a computer during a computer-based test administration.  

 Bringing a weapon or firearm into the test center.  

 Bringing food or drink into the testing room.  

 Leaving the test center vicinity during the test session.  

 Leaving the testing room without permission. Test takers are not permitted to go outside the test center unless its an 

emergency and as part of an emergency plan enacted by the administration staff. (Emergency Plan) 
 

SCORE CANCELLATION POLICY  

The department and ETS is obligated to report scores that accurately reflect the performance of the test taker. For this 
reason, the department maintains test administration and test security standards designed to ensure that all test takers 
are given the same opportunity to demonstrate their abilities and to prevent some test takers from gaining an unfair 
advantage over others because of testing irregularities or improper conduct. The department and ETS reserves the right 
to cancel any test score if the test taker engages in improper conduct. The department and ETS also has the right to 
question any test score when validity is in doubt, because the score may have been obtained unfairly.  
 

COMPLAINTS 

Test takers are encouraged to write to ETS within 10 business days if they have concerns or complaints about any as-
pect of the testing program in which they participated, including the conditions under which a test was taken. When 
ETS receives a letter of complaint, we may send a copy of the letter, with the identity of the writer deleted, to the Chief 
Examiner of the test center involved. For complaints that could have been avoided, the Chief Examiner is expected to 
take steps to correct or avoid the situation at future administrations. 

You can prevent many complaints by careful planning and preparation, training of test center staff, and being con-
sistent in implementing the procedures outlined in this Manual. Most complaints concern physical conditions at cen-
ters, such as overcrowding, inadequate writing surfaces, inadequate lighting and extreme room temperatures.  

Through careful attention to detail, many other complaints can be avoided. Test takers complain about apparent mis-
timings, distracting noises, smoking regulations, no visible clocks, cheating and test center staff who are rude, disor-
ganized or distracting and who do not pay attention to their duties during the administration.  

If, before testing begins, you are aware of a potential noise problem (bands playing, banging heating systems, cheering 
at a sports event, scheduled maintenance or repair work, etc.), move the administration to another building or to an-
other room if possible. Any change in test site made in advance of the test date must be reported to ETS immediately. 
Any change in test site made on the day of the test is to be reported on the Supervisor’s Irregularity Report, and a sign 
should be posted directing test takers to the new location. In other situations, wherever practical, ask people outside 
the testing room to leave the area or to talk more quietly.  
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HANDLING OF COMPLAINTS AT THE TEST CENTER 

If a test taker complains about any aspect of the administration, use the following procedures:  

 Instruct the test taker to write to ETS within three days of the test date.  

ETS-HISET® Test Administration Services  
Mail Stop 34-Q  
Princeton, NJ 08541-6000  
Fax: 1-609-771-7710  
Email: HiSET@ETS.org  

 Report the complaint on the Center Report Form or the Supervisor’s Irregularity Report (even if you were able to 

alleviate the problem). This report is for test center staff use only.  

 
ADMISSION PROCEDURES  

Staff alertness and careful checking of the test-takers’ identification documents should help to prevent an individual 
from succeeding with an attempt to test for someone else. The Chief Examiner and the staff at the testing center  must 
ask for id, verification form and if applicable because of age requirements a waiver form from every test taker. When 
documentation is being presented staff must carefully examine prior to admitting the testing candidate. If a testing 
candidate cannot meet the specified requirements or has questions about ID, they must contact the ETS Office of 
Testing Integrity. For assistance on the actual test administration day, call Test Administration Services. Questions 
about the verification form should be directed to the adult education and literacy program in which the candidate was 
referred. 
 

ID DOCUMENT REQUIREMENTS  

With few exceptions, ID documents must meet all of the following requirements. Each ID document must:  

 be an original document; photocopied documents are not acceptable.  

 bear the test taker’s full name that matches the test registration 

 be valid and current.  

 include a photo. 

 include a signature. 

 PRIMARY ID DOCUMENTS 

The following ID documents are acceptable for admission to a test center in Iowa. One primary ID is required 
such as:   

 Passport  

 State-issued driver’s license or temporary license  

 State ID card (including those issued by the motor vehicle agencies)  

 National ID card  

 Military ID card 

SUPPLEMENTAL ID DOCUMENTS 

If a test taker is unable to produce a primary ID then two or more supplemental ID documents may be used to 
meet the requirements. In addition, a test taker should provide a supplemental ID if the test administrator 
questions the primary ID document and/or if the primary ID document is otherwise acceptable but does not 
bear the test-taker’s full name, photograph or signature.  
Note: The last name on a test-taker’s ID must match (excluding hyphens, accents and spaces) the name on his 
or her registration confirmation.  

The following ID documents are generally acceptable as supplemental ID:  

 Student ID card.  

 Birth Certificate 

 Social Security card 

 Social Insurance card 

 Taxpayer ID card 

 Deferred Action (DREAM Act individuals only) Card 
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Unacceptable ID Documents  

The following documents are not acceptable as primary or supplemental ID under any circumstances:  

 Any document that is photocopied  

 International driver’s license  

 Draft classification card  

 International student ID  

 Credit/debit card of any kind  

 Notary-prepared letter or document  
Driver’s License Renewal  

If a test-taker’s driver’s license has expired but he or she presents it along with his or her original Department of Public 
Safety renewal certificate, these two documents together are acceptable if the names on both documents match exactly. 
If the test taker is issued a temporary paper license in lieu of a renewal certificate, that is acceptable only if it is accom-
panied by a supplemental ID.  

If the test taker is in the U.S. military, and the expiration of his or her driver’s license has been extended or deferred by 
the issuing state, the license can be used as supplemental ID along with the test-taker’s U.S. Military ID. Depending on 
the state, the extension or deferral may consist of either a sticker affixed to the license, the designation “military” print-
ed in place of an expiration date, or a separate document carried with the license, usually with a notation that the driv-
er’s license is valid until a specific time period after discharge from service.  

Questions about ID Documents   

For general questions about acceptable ID, call HiSET® Services at 1-866-473-4373, or check the HiSET website for state 
eligibility requirements at: www.hiset.org. If you have concerns when admitting a test taker in this situation, enter the 
information on the Supervisor’s Irregularity Report or Center Report describing the form(s) of ID presented. For specific 
questions about acceptable ID, email the department at HSEDHelp@iowa.gov with ID Document in the subject line. 

Procedures for Unacceptable ID or No ID   

Do not admit test takers who fail to produce acceptable identification.  

Individuals who persist and who may unnecessarily delay the beginning of the testing may, at the Supervisor’s discretion, 
be admitted to the testing room. If you must admit someone without acceptable and valid identification who threatens 
physical harm or disruption of the test administration, you must advise the individual that a report will be written and 
sent to ETS which will describe the particular situation involved. On the Supervisor’s Irregularity Report, check the box 
for ID, write the test-taker’s name and appointment confirmation number, and indicate in detail the circumstances lead-
ing to your decision to admit. ETS will not score the answers on the answer sheet, and the individual will not be eligible 
for a refund or test date.  

 
Verification Form 

New to Iowa is the Verification Form, or Admission to Test (ATT-1). This verifies that the student has egistered with an 

adult education and literacy program, and based on their CASAS scores has either been enrolled in a class or has gone 
straight to Official Practice Testing (OPT). On test day, be TING A TEST taker, the verifIcation form needs to have 

been completed and reviewed by the test administration staff. These are the key elements that must be indicated on the 
form: 

 The identification on the verification form must match the primary or secondary id used for admittance.  

 The OPT scores must be passing scores  
(HiSET Form 2—13 Math; 17 Reading; 20 Writing + Essay; 13 Science; 12 Social Studies) for 2015. 

 The passing OPT must match the test that the candidate is registered to have administered on that day.  

 The passing OPT score must not be more than 90 days old 

 
 

 



Page 34 Iowa Department of Education 

If there are ti s about the validity of the information on the form contact the eferring adult ed ation and literacy 
program co rdinator. Test administrators should be aware that MathematIcs and Writing are not allowed to be taken as 
tHe fina  test. Ensure the testing candidate knows thi  and schedules their testing accordingly.  

f  r f o   is not provided sting candidate or if a key element is missing  the testin  candidate 
will not be admitted for testing. The testing center staff is responsible for logging in to the portal and indicating that the 
testing candidate was unable to test. If the testing candidate is accepted and there are concerns enter the information on 
the Supervisor’s Irregularity Report (SIR) check the box for ID, write the test-taker’s name and appointment confirmation 

number, and indicate in detail the circumstances leading to your decision to admit.. 

Testing Fee 
On the Verification Form (ATT-1) there is a section to indicate the collection of a fee. All testing fees are handled through the 
online registration portal by ETS. For those that are unable to pay online or are having a third party fund the testing, a vouch-
er method is available. Beginning November 10, 2014, official copies of the Diplomas and Transcripts MUST be obtained from 
Diploma Sender. The new ordering service makes getting a copy of your documents as easy as… 

1)    Visit Diploma Sender online, www.diplomasender.com; 
2)    Complete the online order form using a credit, debit, cashier’s check or money order for the $10 payment; and 
3)    Check the appropriate delivery method for receipt of your document, email, FedEX, or regular mail. 

Retesting Policy 

The testing center staff should advise a testing candidate that is not successful the retesting policy. According to Iowa Admin-
istrative Code adopted and filed on May 23, 2013 a testing candidate may request to retest: 

281—32.5(259A) Retest. Any applicant not achieving the minimum standard test scores as defined in rule 281—32.3
(259A), upon payment to cover only the testing costs, shall be permitted to  make application for retest and scoring 
of the retest, provided that one of the following conditions is met:  

32.5(1) A period of three months (90 Days)  from the date of original testing has elapsed.  

32.5(2) Applicant shall complete instruction in an adult education program, in the area or areas to be retested. This 
instruction shall be certified by an official of the adult education program to the test administrator (state or local) 
authorized to release the retest earlier than three months.  

This information can be tracked on the verification form where hours of instruction and approval from an official of the adult 
education program can be indicated. If this information is missing and it has been less than three months the testing candi-
date should not be admitted for retesting.  

The exception to this policy is if the test taker passed the minimum requirement for being awarded a high school equivalency 
diploma but requires a higher score for college admission. At this time, to qualify for automatic admission to any of 
the three Regent universities, students must earn a minimum sum score of 15 on each of the five subtests and a minimum 
total score of 75. Students who do not meet this minimum requirement may be considered by the universities on an individ-
ual basis and the admission decision will be specific to each university (i.e., a student in this category who is offered admis-
sion to one of the Regent universities would not be guaranteed admission to the other Regent universities).  
 
Age Verification 

According to Iowa Administrative Code adopted and filed on May 23, 2013 a testing candidate must verify their age. This can 
be done with the primary and secondary documents used for admittance to testing. If the candidate is 16 years of age ad-
mittance is denied unless meeting the following restricted conditions: a resident of an Iowa juvenile institution; or under the 
supervision of a probation office. If the testing candidate is 17 or 18 years of age additional forms are required to be present-
ed prior to testing: written permission from parent or legal guardian; and written verification from a representative of the 
school district last attended of drop date.  The Chief Examiner should contact ETS to affirm the over-ride for  a tester under 
the age of 18 at 800-257-5123.  A sample of an Age Waiver Form, Admission to Test (ATT-2) is included in the appendix. 

 281—32.8(259A) Admission to testing. No one under 16 years of age is allowed to test. Testing of  
16-year-olds is restricted to these conditions: (a) resident of an Iowa juvenile institution; or (b) under  
the supervision of a probation office. To take the high school equivalency test, anyone 17 years of age  
or older who is not enrolled in a secondary school or who is not a high school graduate may be  
admitted to testing. The only requirements for admission for testing are proof of age and, for an  
applicant 17 or 18 years of age, consent of the applicant’s parent or guardian and verification of  
nonenrolled status. The applicant cannot receive a diploma until the applicant has reached 18 years of  
age and the applicant’s class from ninth grade has graduated.  

 

 

http://www.diplomasender.com/
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1. Start the cache proxy first:  
Note: The procedures for starting the cache proxy are the same whether you are starting it for a Round 
Trip demo exam or a regular administration.  

a. Internet Explorer: If the IAS - Local IAS Server desktop shortcut is already installed on this computer, 
start the cache proxy application by clicking the IAS - Local IAS Server shortcut on the computer desktop.  

If the IAS - Local IAS Server desktop shortcut is NOT installed on this computer, start the cache proxy by 
typing the following URL in the Internet Explorer address bar: https://ibt1.ets.org/admin/stnlogin.jsp  

     Note: Type the URL in lower case (as shown). 

b. Cache Proxy Login: Enter your personal Username, Password, and Site Code (test center code number). 

Step  
  

1 
  

Count out the appropriate quantity of test books for each scheduled test taker. 

  
2 

  
If applicable, record the quantities and the quantities of calculators given to 

each associate on the Seating Charts. 

  
3 

  
Distribute the form, test books (and calculators if applicable) to the Supervisor or 

proctor. 

  
4 

  
If you have extra materials that are not distributed to Supervisors, place those 

materials back in a carton, reseal the carton and return it to secure storage. 

Step  

  
1 

  
Place the test books where test takers will not have access to them as they enter 

the testing room. Never leave test books unattended while they are out of locked 

storage. 

Computer Setup 

Log in to Windows with a user account that has Administrator privileges. Ensure that all the following settings are correct 
for your location and are identical on all test center computers (cache proxy, admin station, and testing sta  

 Date  

 Time, including AM/PM setting  

 Time zone  

 Daylight Saving Time – Make sure that the “automatically adjust clock for Daylight Saving Time” check box is select-
ed on the Time Zone Settings dialog box.  
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Social Security Number 

While the testing candidate is not required to provide a social security number (SSN) for HSED testing, this data element is 

used for data matching when reporting to the National Reporting System (NRS) for core measures. Iowa, as a data match-

ing state must comply with the Code of Federal Regulations (CFR) Title 34, Part 99 – Family Educational Rights and Priva-

cy.  The regulations in 34 CFR §99.31, which were published on December 2, 2011, articulate the specific conditions under 

which information may be disclosed or shared.  

The SSN of the individual testing candidate is used by the department only to search records and is not released to any 
other third party individual or agency.  Accurate SSNs are critical to the success of the data matching process. Local pro-

grams are responsible for checking information on the HiSET Portal for missing or invalid SSNs. If a testing candidate fails 
to provide his/her SSN, local programs should follow up. Testing administration personnel should explain how this infor-

mation is used and its importance in demonstrating program performance. This can be done by indicating to testing candi-
dates: 

 the purpose(s) for requesting a social security number; 

 the fact that this data is kept confidential; 

 the data when matched in the computer system is not tagged to a student’s name, address, etc.; and, 

 the need to have accurate data for outcome reporting to continued federal support for the program. 
Test Day Preparation 

On test day, before test takers arrive, test center staff will perform procedures for opening the test center and preparing 
the facilities and computers. No test takers should be checked in until the following preparations have been completed.  

 Preparing Site: When possible (and as appropriate for the facility), provide signs to direct test takers to the check-in 
location. Your test center number appears on the test shipment notice below the test center address as the last five 
digits of the ID Number. Before the administration begins, post this number, as well as the test center name and loca-

tion, at the front of each testing room.  

If a last-minute change in reporting site becomes necessary:  

To ensure that the admission process goes smoothly, it is important that you plan in advance how and where you 
will have the test takers check in. If you are using a central reporting site for test-taker check-in, please make cer-
tain that there is enough space for the test takers to line up. If more than one check-in table is used, each staff 
member checking in test takers should have a copy of the Attendance Roster. Each Supervisor is responsible for 
checking test-takers’ admission documents and identification at the testing room, even if check in is handled at a 
central reporting site.  

 Testing Room Setup: Make any necessary adjustments to the configuration of the testing room (e.g., setting up 
partitions, removing maps and charts). Also take into account the physical, environmental and comfort require-

ments described in Chapter 2.  

 Material Preparation: Bring the following materials to the testing room:  

o Sign-In/Sign-Out Sheet  

o Scratch paper  

o Pencils 

o Calculator (if applicable) 

Before distributing materials, the Supervisor must complete the following steps to account for test materials:  

o Distribute Attendance Roster: Give each staff member who will be checking in test takers a copy of the 

Attendance Roster, which can be printed from the HiSET Portal.  
o Confirm Form Availability: Review test forms assigned to each candidate and confirm that all forms are 

available for administration. If forms are not available, you must call Test Administration Services to get 
a different test form assignment for that candidate. 

Use the following procedures to distribute  to each of the supervisors on test day: 
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c. Create Admin Override (AO) Password: Create a password of your own choosing for today’s administration.  

 Retype the password for verification. Then click OK.  

 AO password rules:  
o Must be between 3 and 16 characters long  

o Must begin with a letter  

o May contain letters, numbers, or any of the following characters: . ! @ ( ) { } [ ] - _ # $  

TIvities during the test administration. 
The staff member who creates the AO password should share it with the other staff members so that they 
can perform these functions:  

 starting the admin station and testing workstations  

 launching a test at a testing workstation  

 unlocking the cache proxy screen  

Note: If the AO password is forgotten, the particular staff member who created it will be able to retrieve it at 
the cache proxy and will be required to enter his or her login credentials to do so.  

Wait while the test packages are downloaded to the cache proxy.  

Cache Status: Ready will be displayed above the table when all downloading has been completed. Go to the 
admin station computer and follow the procedures in Step 2 to start the admin station.  

Note: The Cache Status tab displays a table with the download status of each individual test package. The overall status of 

the cache proxy is displayed above the table. There will be a progress bar at the bottom of the table during downloading. 
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To unlock the cache proxy screen: After several minutes, the cache proxy screen will display a message that it is locked. 
Click anywhere on the screen and follow the prompt to enter the AO password to unlock the screen.  

If you have forgotten the AO password, click the Forgot AO Password button and enter your Username and Password. The 
AO password will be displayed. The particular TCA who created the AO password must perform this step.  

Multiple cache proxies: The number of candidates that a cache proxy computer can handle depends on the computer’s 
technical specifications. You will not need more than one cache proxy computer unless you are testing more than 20 can-
didates at a time. Refer to http://clep.collegeboard.org/internet-based-testing for the latest system requirements and 
tips for configuring your system. To prepare an additional cache proxy computer, perform the same steps (shown above) 
on the additional cache proxy computer. When starting a secondary cache proxy, you will not be prompted to enter an 
AO password. The secondary cache proxy will synchronize its AO password with the primary cache proxy.  

 
2.   Start the admin station and create a password for the administration:  

a. Internet Explorer: If the IAS Admin Station desktop shortcut is already installed on this computer, start the admin 
station application by clicking the shortcut labeled IAS Admin Station on the computer desktop.  

If the IAS Admin Station desktop shortcut is NOT installed on this computer, start the admin station by typing  

the following URL in the Internet Explorer address bar: https://ibt1.ets.org/admin/adm.jsp  

 

 

 

 

 

 
 

 

Then click Enter. Click the Launch button.  

b. Searching for a local server: Wait a moment while the iBT Launcher application searches for the cache proxy (local 
server) and connects the admin station to it automatically.  
If no primary cache proxy is found, the launcher application screen will appear. It will offer the options to refresh 
the list of available servers or enter the IP address of the desired server.  

If more than one primary cache proxy is found, the launcher application screen will display a list. This situation will 
occur if you have more than one lab running on the same local area network. Locate the appropriate cache proxy 
name, click the row to highlight it, and click the Connect Using Selected Server button.  

c. Enter administrative override (AO) password: Enter the AO password that you created when starting the cache 
proxy.  

d. Select a Program Administration: Under Today’s Administrations, locate the appropriate administration and click to 
highlight it.  

Click OK.  
Note: A test administration’s link will not be active until the day of the administration. Then the link will remain ac-
tive until Cleanup has been performed.  

Tip: If you receive an error message that “There are no program administrations for site code …,” verify that the 
date, time (including AM/PM), time zone, and daylight saving check box are set correctly and are identical on all 
computers (cache proxy, admin station, and testing stations). 
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e. Start Test Setup: Click the Start Test Setup button.  

f. Instructions: Click Next to continue.  

g. Info (Summary of Checks): Click Next to continue.  

h. Resource Availability: If a resource screen is provided, confirm whether the specified resource is available and 
click Next to continue.  

i. Seating: Select Yes, and click Next.  

j. Nonstandard Testing Accommodations: Under Confirm, select Yes. Then click Next.  
Note: If any candidates are registered to test with accommodations for a disability, the top panel on this screen 
will display a list of the candidates.  

The bottom panel will display a list of the accommodations required by these candidates and the number of 
candidates who require each accommodation.  

If no candidates are registered with accommodations, a message will state that fact, and both information pan-
els will be blank.  

k. Personnel: Ensure that ALL the test center staff who are present at this test administration are added to the 
Participating list.  

Click the individual’s name in the Available list, and click the Add button to move it to the Participating list.  

To add a new individual, click the Add New Proctor button, and you will be prompted to add the individual’s 
first name, last name, and telephone number.  
Note: This action only adds the individual for this particular administration. When all the personnel at today’s 
administration are displayed in the Participating list, select Yes to confirm. Then click Next.  

Note: ETS may use this information if there is a need to get in touch with the test center personnel.  

l. Workstation Check: This screen will display a list of the workstations that are ready to deliver a test. Initially, the 
list will be empty because you have not yet started any workstations.  

m. Leave the admin station running. Go to each testing workstation, and follow the procedures in step 3 
to start the workstations.  

3.  Start the testing workstations and run the verification tool tests:  

a. Internet Explorer: If the IAS Workstation desktop shortcut is already installed on this computer, start the test-
ing workstation application by clicking the shortcut.  If the IAS Workstation desktop shortcut is NOT installed 
on this computer, start a testing workstation by typing the following URL in the Internet Explorer address bar:  
https://ibt1.ets.org/admin/wks.jsp Then click Enter. Click the Launch button.  

b. Searching for a local server: Wait a moment while the iBT Launcher application searches for the cache proxy 
(local server) and connects the testing workstation to it automatically.  

If no primary cache proxy is found, the launcher application screen will appear. It will offer the options to re-
fresh the list of available servers or enter the IP address of the desired server.  

If more than one primary cache proxy is found, the launcher application screen will display a list. This situation 
will occur if you have more than one lab running on the same local area network. Locate the appropriate cache 
proxy name, click the row to highlight it, and click the Connect Using Selected Server button.  

c. Enter administrative override (AO) password: Enter the AO password that you created when starting the cache 
proxy.  

d. Select a Program Administration: Select the same administration that you selected at the admin station, and 
click to highlight it.  

Then click OK. 
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e. Workstation screen (Displays the Verification Tool Test Results): Click the Execute All button.  

Follow the on-screen instructions to run each of the verification tests.  

After all tests have been passed, click the Finish button.  

The following message will appear on the screen: This workstation is ready to deliver a test.  

Two buttons will be displayed on the workstation screen:  

 Launch Demo Test – Click this button only if you need to run a demo test to verify this workstation’s 

ability to deliver a test.  

 Close – Click this button only if you want to close the application. Tests are launched from the admin 

station.  

f. Perform steps a–d at the other testing workstations.  

4. Return to the admin station:  

a. Seats tab: On the Seats tab, each testing workstation that has been started will appear in the list of available 

workstations. The list shows only the testing workstations; it does not include the cache proxy.  

b. Your test center is now ready to check in a test taker.  

 

Situations That Require Technical Support 

If you experience either of the following situations, please call HiSET Technical Support immediately at 1-855-857-

3540 before continuing with your test setup.  

 Other admins appear under Today’s Administrations in addition to the “M” or the “T” admin (for example, if ad-

mins ending in A through G appear in Today’s Administrations). 

Note: At centers with the candidate self-serve registration method, it is normal for admins ending in A through G to ap-

pear under Future Administrations, but they should not appear under Today’s Administrations. 

 No “M” or “T” admin is listed under Today’s Administrations on a date when the HiSET Portal indicates that test 

taker registrations exist.  

ETS Technical Support is available 8 a.m. – 8 p.m. Eastern Time, Monday–Friday. After office hours and on weekends, 

test centers experiencing a test day technical problem that impacts their ability to test a candidate can contact Technical 

Support at the same number listed above. The test center staff must leave a message with their name and phone number. 

A technical support person will call them back shortly. 

 

Checking-in Test Takers  

 Have the test taker store personal items: Inform ar r iving test takers that cell phones and other  prohibited 

items cannot be taken into the testing room. Direct test takers to the lockers or other safe place that your center pro-
vides for storage.  

 Have the test taker sign in: The Sign-In/Sign-Out sheet should be used by test takers to sign in as they arrive for 

their appointments. Be sure to compare the signatures on the test-takers’ IDs to the signatures they provide on the 

sheet. See Appendix C for a Sign-In/Sign-Out sheet that can be photocopied for use at each test administration.  

 Select the test taker from the roster: At the admin station, click Home from the menu column on the left -hand 

side of the screen and click the Roster tab. Then click Check-in.  

 Check the test-taker’s identification and eligibility: Ask for  ID from every test taker . Each test taker  must 

present one form of primary ID or two secondary that meets the following requirements:  

 The test-taker’s name and date of birth as given when the appointment was made. If the name or  date of 

birth does not match, see Handling Irregularities. There are some limited errors which can be accepted and 

corrected. Please review Test Taker Record Edits for details;  

 A recent, recognizable photograph of the test taker. Check that the photo looks like the person presenting 

it; and  

 The test taker’s signature matches those on the Sign In sheet. 
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Test Taker Record Edits  

There are some limited errors which can be corrected if the name of the test taker or date of birth does not match the pre-

sented ID.  

 Name Corrections: You should accept the following allowable minor differences between the name under which 
the test taker is registered and the name on the test-taker’s photo ID:  

 Change from an informal name to a formal name (e.g., Bob to Robert)  

 Reversal of names (e.g., Smith John to John Smith)  

 Correction of spelling errors, such as transposed letters, letters incorrectly omitted or added, wrong letter 
used (e.g., Mohammed to Mohamed)  

File a report to make the name correction.  

 Birth Date Corrections: You should accept the following allowable minor differences between the DOB under which 
the test taker is registered and the DOB on the test-taker’s photo ID:  

 Reversal of dates (e.g., 05/12/1968 and 12/05/1968)  

 Correction of transposed numbers, numbers incorrectly omitted or added (e.g., 6/28/1968 to 16/28/1968)  

File a report to make the birth date correction.  
 

Guidelines for Assigning Seats  

When you assign seats to test takers as they enter the testing room, please observe the following general rules:  

 Under no circumstances are test takers to select their own seats. To prevent any prearranged cheating plans that 
may have been made by test takers, assign test takers to seats at random as they enter the testing room. This pro-
cedure should separate friends or associates and prevent them from communicating for any purpose during the 
administration. For computer based testing, the admin station will display the name of the testing station assigned 
to the test taker. The system assigns workstations randomly. A test center staff member should escort the test tak-
er to the assigned workstation.  

 Seating the test takers in approximate alphabetical order is another method that may be used to separate friends 
or associates. If you use this procedure, make certain that test takers with the same last name are not seated near 
each other.  

 Regular seating patterns that could be anticipated or circumvented by the test takers (such as being instructed to sit 
on alternate sides of the room as they are admitted) are not acceptable.   

 Test administration staff must have unimpeded access to every test taker and must be able to monitor all test tak-
ers from any location in the testing room. 

Test takers should not have access to test materials as they enter the testing room. Follow the directions in this manual 
for distributing the test books, answer sheets, scratch paper and calculators (as applicable). The testing material is to be 
handed to each test taker, one at a time.  

For paper based testing, be sure to distribute the correct answer sheet to each test taker, based on the test he/she is 
registered for. There are 3 different answer sheets for HiSET–one for Mathematics, one for Language Arts–Writing, and 
one that can be used for any one of the other three subjects: Science, Social Studies, or Language Arts–Reading.  

As part of the process for ensuring testing security a seating chart for each testing room must be done. For computer 
based testing, this is done as each testing candidate is signed into the testing station. A seating chart for paper based 
testing should show the general floor plan, the location of each test taker in the room, and each test ID. A seating chart 
form is provided in the appendix. The form can be photocopied for additional testing rooms. Return the completed 
seating charts to ETS in the envelope provided with the answer sheets.  

 

Security Procedures for Admission 

All administration staff should be familiar with the security procedures covered in chapter 3. Review the list associated 
with security on the day and during the admission process.  
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Starting a Test Session  

For computer based testing once seated the testing candidate will see the Candidate Information screen. The test taker is 

informed of the following:  

 The test taker’s ID should be kept face-up on the workstation desktop.  

 The test taker should review and verify the information on the screen.  

 The test will start when he/she clicks Continue.  

For paper based testing follow the script as outlined in chapter 7.  

 

Editions in a Language Other than English 

Spanish-language editions of the HSED assessment is available for paper based and computer based testing. With  very 
few exceptions there are no differences and the instructions for administration is the same. If the Chief Examiner or Super-
visor does not speak the language, it is suggested that a Proctor who is fluent in speaking Spanish be present to assist with 
directions, questions, and any special instructions. The scores for the Spanish edition can be combined with the English 
assessments as needed by the test taker. 
 

Timing the Test 

The accurate timing of a test is of critical importance. Errors in timing often necessitate a makeup test administration, 
which causes inconvenience for test takers and generates additional expense. Specific timing instructions in this manual 
must be followed precisely. Any timing irregularity and the resultant action taken (if any), whether for an individual or a 
group, must be explained on the Supervisor’s Irregularity Report. The timing instructions in this manual are based on arbi-
trary and controlled starting times. Regardless of the actual time, test administrators must reset their watches to conform 
to the instructions given in this manual.  
 

Accounting for Materials During the Administration  

The cost of a lost or stolen test book goes far beyond the thousands of dollars required to develop and produce a new edi-
tion of a test. Such a loss has an impact on the integrity of the test, the validity of the test scores, and the confidentiality of 
test materials. The security and confidentiality of all test materials is a primary responsibility of each Test Center Supervi-
sor from the moment of receipt until the materials are returned. It is imperative that you immediately report any discrep-
ancies in test book accounting (identified after test book receipts have been verified) to the ETS Office of Testing Integrity, 
and docu

breach of 
security may have occurred. Test books must never be left unattended, and they must never be within easy ac

llected. Review the test book accounting procedures with every 
member of your testing staff and make certain that everyone understands what is required and how to implement the 
procedures.2 

SECURITY ON THE DAY AND ADMISSION YES NO  

Meet with staff to review procedures for checking ID, Verification Form, 

and payment of the diploma fee. Check identification of each test taker 

carefully. Deny admission to anyone who does not meet the admission 

requirements. 

      

Complete check in of the test taker in the HiSET Portal and indicate whether 

the test taker has been “signed in,” is a No Show,” or “Could Not Test” (for 

various reasons).  

      

Assign each test taker to a room and/or seat.       

A safe area is provided in which testing candidates can store their personal 

belongings including purses, books, backpacks and electronic devices such 

as cellphones, Bluetooth® enabled headsets/earbuds, iPods, and calculators. 

These items should never be allowed in the testing room. Visually inspect 

students for attached electronic devices. 
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SECURITY DURING THE TEST   NO  

Hand a test book and answer sheet (and calculator if applicable) 

directly to each test taker. Place unused test materials not accessi-

ble to the test takers at any time. Count test takers and unused test 

books; the sum must equal the number of test books counted out. 

      

Have students sign in and create a seating chart for each room used.       

Exam administrations are monitored at all times by a test center administra-

tor or proctor. Never leave the room unattended. Ensure that staff are vigilant 

and do not access personal cell phones or text messages during the admin-

istration. 

   

A test center staff member can access the room within 10 seconds of an is-

sue. Testing staff walk through the testing room at 10-minute intervals.  
   

Begin the test according to the instructions in this Manual. Keep 

careful track of the timing for the test.  

      

Change the seats of test takers you suspect are cheating. Report the occur-

rence on the Supervisor’s Irregularity Report. 
   

Inform test takers that cell phones cannot be used during the test. Cell 

phones, smartphones (BlackBerry®, or iPhone® devices), PDAs and other 

electronic , recording, listening, scanning or photographic devices are not 

allowed in the testing center. Report such incidents on the Supervisor’s Ir-

   

Notify the department and ETS if a breach of security occurs, no matter how 

minor, or if there is an emergency. 

   

Monitoring the Testing Room and Handling Irregularities  

At least one test center staff member must be in the testing room at all times while testing is in progress. Walk through 
the testing room at frequent intervals, observe test-taker behavior, watch for any unauthorized materials, and watch 
for test takers who ar mum. If a test 
taker requests more scratch paper during the examination, collect the used packet before providing a new one.  

Do not move a test taker to a different workstation once the test has started, unless technical problems prevent him or 
her from completing the test at the original workstation. 
Security Procedures During the TEst 

All administration staff should be familiar with the security procedures covered in chapter 3. Below is the list associated 
with security during the test. Be sure to review this and follow all required steps.  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Alerts for Computer Based Testing 

Alerts regarding changes in status and any system errors will be sent to the admin station. To view the alerts, click Alerts 
from the menu on the left-hand side of the admin station screen. A drop-down list at the top of the screen allows you to 
filter the alerts by status. To accept an alert, click the row to highlight it, and click the Accept Alerts button. Then click 
Home from the menu on the left-hand side to return to the roster.  
 
Testing Interruptions   
If a test taker must leave the testing room during the actual testing time for an emergency or for an unscheduled break 
security of the testing material is the responsibility of the testing administration staff. Chapter 11 details the require-
ments for developing an emergency plan. The customized plan must be followed for collecting the testing material and 
if possible restarting the test. For computer based testing, the testing staff can stop the exam by using a combination of 
keys: Press the CTRL+SHIFT+? keys simultaneously on your keyboard. Enter the AO password at the prompt.  
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You will be presented with three options:  

 Display Examinee Information  

 Initiate an Unscheduled Break  

 Yes.  

If the interruption is the result of an unscheduled break, the test taker must receive permission to do so from a member of the 

testing staff. The test taker will forfeit that testing time, and all security policies remain in effect. Test takers cannot have 

personal items, such as cell phones, during the break, and they must be checked back in to the testing session when they re-
turn. Use the following procedures if you approve a test taker to leave the room in the event of an emergency:  

 

 

 

 

 
 

Restarting an Interrupted Test Session  

If a test-taker’s test session is interrupted, for an emergency or unexpected break, it is possible to restart the test. All security 
policies remain in effect. For emergencies, if testing is able to resume subtract the amount of testing time that elapsed from the total 

testing time to determine the amount of remaining testing time. Inform the test takers how much time r emains. If this was an 

unexpected break the test taker forfeits that time.  

For paper based testing, the test takers should not have access to test materials as they reenter the testing room. Follow the 

directions in this manual for distributing the test books, answer sheets, scratch paper and calculators (as applicable) again. 

Ensure that the testing material is handed individually to the test taker..  

For computer based testing, the test will resume from the point at which it was interrupted. If the cache proxy and the ad-
min station have shut down (as in the case of a general power failure), you will need to restart them before restarting the test-
ing workstations. From the Roster tab of the Home screen at the admin station, click the row with the correct candidate 

whose sta indicates that a restart is available. Select a workstation, either the current workstation (if it is functional) or 

another available workstation. Enter an explanation of why you need to restart the test.  

Note: If you encounter a problem with the cache proxy computer while testing is in progress, DO NOT switch the cache 
proxy application from one computer to another because test results reside on the cache proxy where the test started. 
Contact HiSET Technical Support for assistance.  

 

Unauthorized Visitors  

Visitors must not be admitted to the testing room. The only exception would be secure facilities when it would be appropri-

ate to have a guard, correctional officer, or other staff present to ensure orderly conduct. Ensure that no unauthorized contact 

with testing material occurs.  

 

Handling Requests from the News Media  

Testing is a subject of general interest, and test administrations frequently attract the attention of the media. Under no 

circumstance should reporters or photographers be admitted to a testing room or have access to test takers until testing is 

complete. Test takers or staff members may be interviewed (with their consent, of course) after the administration of the test 

and away from the test site.  

Please inform the ETS Marketing and Public Affairs Division’s Media Relations Office of any request from the media for 

information about or coverage of a testing program by calling ETS at 1-609-233-0090. A media relations specialist will con-
tact the inquirer to explain ETS policy and make recommendations for sharing information. This approach will ensure that 

complete and accurate information is provided and that responses to specific requests or questions can be made in the context 

of the testing program and related ETS activities.  

 

 

Step  
  

 
Collect the testing material and ID documents as the test taker leaves the room.  

  
When the test taker returns, check the identification, and hand back the testing 
material and ID.  
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Chapter 7: Administering Paper-Based HSED 

The administration of paper-based exams in Iowa is on a limited basis. Each testing center is encouraged to order paper-
based exams for emergency and if needed for accommodations. Since paper-based delivery is limited, a center master 
form (CMF) is not posted for test takers to register online for testing. If a testing center needs to use paper-based testing 
for a temporary delivery method due to computer access, prior permission from the department must be granted. Con-
tact the State Administrator’s office for permission.  

tering paper-based exams on a 
case by case basis for students that have been unsuccessful with computer based tes ing is approved by the local Chief 
Examiner. 

read aloud to test takers, pausing where four dots appear to allow time for the procedure to be carried out. When every-
one has been admitted and seated and you are ready to begin, say:  

troductory Script for all HiSET Tests 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Good morning, and welcome to the HiSET administration.  

Testing will begin in a few minutes. I am required to read these instructions exactly as written, and I cannot 
deviate from them. Please pay close attention to the instructions as I read them.  

ETS is obligated to report scores that accurately reflect your performance. For this reason, ETS maintains 
test administration and test security standards. Misconduct on your part will result in your dismissal from 
the test, forfeiture of your test fees and the cancellation of your scores by ETS. Examples of misconduct are: 
possession of or use of a telephone, cell phone, smartphone (e.g., BlackBerry® or iPhone® devices), PDA or 

other electronic, listening, recording or photographic device, giving or receiving assistance of any kind, 

leaving the test center during the test administration, disturbing other test takers or behaving in appropri-
ately, communicating about the test with any person other than the test center supervisor and/or staff, 
removing a page or any part of a page from the test book, attempting to take the test for someone else, and 
using any unauthorized aids such as books, papers, pamphlets, personal calculators, dictionaries or high-
lighter pens. No eating or drinking is permitted during the test administration. There are no breaks during 
the test and leaving the testing room without permission is not allowed. If you need the restroom, now is 
the time to go. 
 

All of your belongings should be put away, except for your identification and your pencils and eraser.  
 

The official time will be kept according to my watch. You may use only a No. 2 or HB pencil to mark your 
answers on the answer sheet. D w ing 
only on your answer sheet or on scratch paper if you need it. If you are in need of scratch paper, please let 
me know and I will provide this to you. If you do not have a No. 2 pencil, please raise your hand and a proc-
tor will give you one. . . . [If any test takers do not have pencils, give them pencils from your supply.]  

Fill in the circles on your answer sheet completely, and do not make any stray marks when marking your 
answers. If you erase, do so carefully and thoroughly. You will not be allowed to clean up your answer sheet 
after time has been called.  
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When the time is called for a section, you must stop marking that section of your answer sheet and 
put your pencil down.  

Then say: 

 

 

 

 

Count and record the number of test takers for each subject test and take from your supply only that number 
of test books. To facilitate counting test materials, follow a prearranged plan of distribution and collection. 
Each test taker should be handed a test book individually. Make certain no one opens a test book until you 
give the signal to do so. Check that the number of test books distributed plus the number of unused books 
equals the number of books you originally counted. This is critical; any discrepancy must be resolved. (See 
“Accounting for Materials During the Administration”).  

Take from your supply the correct number of answer sheets for the test being administered. Confirm that each 
test taker receives the appropriate answer sheet for the test he/she has registered for (Science, Social Studies, or 
Reading).  

While you are carrying out these activities, you and/or the proctors should check to be certain the test books 
remain closed.  

Finally, if scratch paper is to be provided, distribute scratch paper to the test taker.  
 

Then say:   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When you are sure everyone has completed the identifying information on the answer sheet, say: 
 

 Please put away your registration confirmation.  

If, at any time during the test, you believe you have a defective test book, raise your hand.  

Do you have any questions now? . . . . Open your test booklet and read the instructions.  

Now take out your answer sheet and turn your test book over. Please check to see that it is the cor-
rect answer sheet for the test you are taking. Then fill in the information on the front. For box #6, 
you can find your test book serial number on the top right corner of your test booklet. For box #7, 
you can find your test code on the back cover of your test booklet. Do not open your test book. . . .  

Now complete page 2. Be sure to select the test you are taking, fill in the test form number (which 
can be found on the back cover of your test booklet), complete the certification statement in the 
bottom left-hand corner of your answer sheet and sign your full name. . . . If you have any questions, 
raise your hand. . .  

When the time is called for a section, you must stop marking that section of your answer sheet and 
put your pencil down.  
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SCRIPT FOR ADMINISTERING THE HISET® MATH TEST 

Answer any questions. Check time, and say:   

 

 

 

Set your watch to almost the nearest half hours; (e.g., 1:29). When it reads exactly the half hour, (e.g.1:30), say: 

 

 

You and/or the proctor should walk around during the test, watching test takers carefully to see that  all are working on the 

correct section. 

AT 85 MINUTES  

 

 

 

AT 90 MINUTES  

 

 

 

 

 

Then say: 

 

 

 

 

 

 

 

 Collect a test book and answer sheet from each test-taker. Look at the test-takers identification to verify the 

test-taker’s identity. 

 Check the ID against the signature on the answer sheet. Also verify that the first six letters of the last 

name gridded on the answer sheet match the printed letters. 

 Clear the memory on each test taker’s calculator by pressing the “Memory” button once and then the 

“On” button once. Check each calculator to ensure that no test content is being removed or concealed. 

 

 

The test taker may not leave the testing room until you are sure that you have collect-
ed his/her test book and answer sheet.  After everything has been collected  and checked say: 

 

 

 

 

You are taking the HiSET Mathematics test. The test book contains a total of 50 multiple-choice 

Open to the first page. Read the directions and begin your work. 

Check your answer sheet to see that you have printed and signed your full name in the box provided. 
Now take out your identification and have it ready for inspection when your test book is collected. . . 
. Since we must verify that we have a test book and answer sheet from each of you, we ask your co-
operation for a short time until all materials have been collected and counted.  

Remain in your seats. The calculator that you were given for use during the test will be cleared and 

The test administration is now over. Gather your belongings and exit the building quietly, as students 

Please stop work on Mathematics and put your pencil down.  

Close your test book and keep it closed on your desk.  

In approximately two days, ETS will post a score report for you under your profile on the 
HiSET® portal.  

There are five minutes remaining for the Mathematics test. 
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You are taking the (science/social studies/reading) test. The test book contains a total of _____ multiple-
choice questions. You will have _____ minutes for this test. Wait for my signal to begin work.  

 Check the testing room to make sure nothing has been left behind. Fill out the section of the Supervisor’s Re-
port and return it with the  ans ts. Turn to page 39 for activities after the test. Note any irregularities 
on the Supervisor’s Irregularity Report. 

 Log onto the HiSET® portal and indicate for each appointment whether the test taker checked in, was a “No 
Show” or was not able to test or complete the testing session for some reason. 

 Check each used test book to make sure it is clean and reusable– that no answers, stray marks, tears, smudg-
es, etc., are visible. If a test book has been compromised in any way, print “Unusable” on the test book cov-
er and put it aside until test books are returned at the end of the year.  

 

Script for Administering the Science, Social Studies and Reading HiSET® Tests  

Answer any questions. Check the time and say: 

 

 

 

Set your watch to almost the nearest half hour, (e.g. 1:29). When it reads exactly the half hour, (e.g., 1:30 : 

 

 

You and/or the proctors should walk around during the test, watching test takers carefully to see that all are working on 
the correct section.      At 85 minutes: 

   

 

 

At 90 Minutes  

 

 

 

 

 Then say: 

 

 

 

 

 

 

 Collect a test book and answer sheet from each test-taker. Look at the test-taker’s identification to verify the 
test-taker’s identity. 

Check the ID against the signature on the answer sheet. Also verify that the first six letters of the last name 
gridded on the answer sheet match the printed le e s

 

 

        

Open the first page. Read the directions and begin your work. 

 There are five minutes remaining for the (science/social studies/reading) test. 

Please stop work on the (science/social studies/reading) test and put your pencil down. Close your test 

book and keep it closed on your desk. 

In approximately two days, ETS will post a score report for you under your profile on the HiSET® por-

tal. 

Check your answer sheet to see that you have printed and signed your full name in the Box provided. 

Now take out your identification and have it ready for inspection when your test booklet is collected. 

Since we must verify that we have a test book and answer sheet from each of you, we ask your coopera-

tion for a short time until all materials have been collected and counted. 

Remain in your seats.    
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 Check the testing room to make sure that nothing has been left behind. Fill out the section of the Supervi-

sor’s Report and return it with the answer sheets. Note any irregularities on the Supervisor’s Irregularity 

Report. 

 Log onto the HiSET® portal and indicate for each appointment whether the test taker checked in, was a 

“NO Show” or was not able to test or complete the testing session for some reason. 

 Check each used test book to make sure it is clean and reusable-that no answers, stray marks, tears, 

smudges, etc., are visible. If a test book has been compromised in any way, print “Unusable” on the test 

book cover and put it aside until test books are returned at the end of the year. 

 

INSTRUCTIONS FOR ADMINSTERING THE HISET® WRITING TEST  

Answer any questions. Check the time, and say: 

 

 

 

 

 

 

Set your watch to almost the nearest half hour, (e.g., 1:29). When it reads exactly the half hour, (e.g., 1:30), say: 

 

 

 

 

You and/or the proctors should walk around during the test, watching test takers carefully to see that all are work-

ing on the correct section. 

 

AT 70 MINUTES  
 
 

     The test administration is now over. Gather your belongings and exit the building  quietly, 

    As students in the other rooms may still be testing. Thank you for your cooperation. 

You are taking the Writing Test. The test book contains a total of two sections. Part 1 and Part 

2. We will begin with Part 1. Part 1 consists of 50 Multiple Choice Questions. You will have 75 

minutes. Wait for my signal to begin work. 

   Turn to the first page. Read the directions and begin your work. 

There are five minutes remaining for Part 1 of the Writing test. 

 

Please stop work on Part 1 of the Writing Test and put your pencil down.  

You are now taking Part 2 of the Writing Test. The test contains a total of 1 essay question. 

You will have 45 minutes for this portion of the test. Wait for signal to begin work. 
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Set your watch to almost the nearest half hour, (e.g., 1:29). When it reads exactly the half hour, (e.g., 1:30), say: 

 

 

 

 

 

You and/or the proctors should walk around during the test, watching test takers carefully to see that all are working 

on the correct section. 

AT 40 MINUTES 

 

 

 

 

 

AT 45 MINUTES 

 

 

 

 

Then say: 

 

 

 

 

 

 

 

 

 

 Collect a test book and answer sheet from each test taker. Look at the test-taker’s identification to veri-

fy the test-taker’s identity. 

 Check the ID against the signature on the answer sheet. Also verify that the first six letters of the lst 

name gridded on the answer sheet match the printed letters. 

 The test taker may not leave the testing room until you are sure that you have collected his/her test 

book and answer sheet. After everything hs been collected and checked, say: 

 

 

 

 

 

 Check the testing room to make sure nothing has been left behind. Fill out the section of the Supervi-

sor’s Report and return it with the answer sheets. Note any irregularities on the Supervisor’s Irregulari-

ty Report. 

 Log onto the HiSET® portal and indicate for each appointment whether the test-taker checked in, was 

a “No Show” or was not able to test or complete the testing session for some reason. 

 Check each used test book to make sure it is clean and reusable: that no answers, stray marks, tears, 

smudges, etc., are visible.  

 

 

 

 

Turn to the essay page. Read the directions and write your response in pencil using the lined space 

on your answer sheet. 

Please stop work on Part 2 Writing test and put your pencil down. Close your test book. 

There are five minutes remaining for Part 2 of the Writing test. 

Check your answer sheet to see that you have printed and signed your full name in the box provided. 

Now take out your identification and have it ready for inspection when your test book is collected. 

Since we must verify that we have a test book and answer sheet from each of you, we ask your coop-
eration for a short time until all materials have been collected and counted. 

 

Remain in your seats.  

The test administration is now over. Gather your belongings and exit the building quietly, as stu-
dents in other rooms may still be testing. Thank your for your cooperation. 
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Before any test taker is dismissed procedures need to be followed to ensure security and test integrity. Use the following 
steps to end the test session and dismiss the test taker:  

 Collect all testing materials; 

 Remind test takers to contact DiplomaSender for diploma and transcripts 

 Ensure the results are uploaded; 

 Ask the test taker to sign out; and 

 Remind test takers to retrieve any personal belongings.  
 
Collect Testing Materials 

Collect test books and answer sheets from each test taker individually. The count should be checked against the count taken 
after the test materials were distributed to test takers. This will ensure that you have all test books and answer sheets and 
should make it easier to account for the materials at the end of the administration. Test takers are to have their identifica-
tion on their desks so you can match the names on the answer sheets to the names on the identification. Check each test 
booklet to ensure that is reusable. Put aside any damaged booklets–those with stray marks or marked answer–and return 
them to ETS via a Supervisor’s Irregularity Report (SIR) return envelope (see Returning Test Materials for specific instruc-
tions).  

If calculators have been provided to the test takers and used during the administration, clear the memory on each test-
taker’s calculator by pressing the “Memory” button once and then the “On” button once (see sample buttons below). Check 
each calculator to ensure that no test content is being removed or concealed (e.g., writing on the calculator).  

Collect the scratch paper and confirm that all sheets were returned. Used scratch paper must be destroyed at the test cen-
ter, either by shredding with a shredding machine or by tearing into very tiny pieces.  

When you are sure you have accounted for all of the test materials, place them where they will not be accessible to the test 
takers. (Do not leave test books near the exits test takers will use.) Protect all test materials as the test takers leave the 
room. No one is permitted to examine any of the test materials after they have been returned to you. Before you leave the 
testing room, make certain that you have all test materials in your possession and that nothing has been left behind.  
 
Upload REsults 

Ensure that the workstation displays a test completed message. There will also be an alert at the admin station when a test 
is completed. After all test takers have completed testing confirm that the Results Upload Status is Complete on the cache 
proxy and that all test results have been uploaded to ETS. This will ensure that all test results have been uploaded to ETS for 
scoring and reporting and prevent instances of missing test results. The tests cannot be scored until the results are uploaded 
to the ETS servers.  

If the cache proxy screen is locked, click anywhere on the screen and follow the prompt to enter the AO password to unlock 
the screen.  
Note: If you have forgotten the AO password, click the Forgot AO Password button and enter your Username and Password. 
The AO password will be displayed. The particular user who created the AO password must perform this step.  

Check the Results Upload Status indicator located in the bottom left corner of the cache proxy screen as shown in the exam-
ple below.  
Note: If your center is using multiple cache proxy computers, check the results upload status on all of them.  

If the Results Upload Status is Complete, all test results have been uploaded to ETS. You are ready to perform the Cleanup 
function.  

If the Results Upload Status is pending, test results stored on the cache proxy computer are still waiting to be uploaded to 
ETS. You must take one of the following actions: Leave the cache proxy running until the Results Upload Status becomes 
Complete. (This is the preferred option.)  

OR  

Chapter 8: Activities after the Test 
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Shut down the cache proxy, ensure that the results data on the cache proxy are not deleted, and remember to start 
the cache proxy again as soon as possible to enable the results to be uploaded.  
Note: DO NOT disassemble or reconfigure the cache proxy computers prior to the Results Upload Status becoming 
Complete.  

Automatic uploading of test results cannot occur if the Connection Status is Offline, which will happen if Internet 
connectivity has stopped working at your site. In that case, try to restart the cache proxy.  
 
Run Cleanup  

At the admin station, after all candidates have finished testing, regardless of paper or computer based testing test 
taker information will need to be finalized. Log back in to the HiSET Portal to confirm that the test taker information 
is correct for the session that just ended:  

 Whether the test taker checked in, was a “No-Show” or was unable to test or complete testing for some reason.  

 Confirm the subject name and the form (A, B, or C) of the test taken, the language (English or Spanish) and the 
delivery mode (paper or computer). 

For computer based testing, at the admin station, click Cleanup from the menu on the left-hand side of the screen.  
1. On the Cleanup Instructions screen, click Next.   
2. A Candidate List screen will display any candidates who did not complete testing. Click Next.  
3. A Candidate Verification screen will be displayed for each candidate whose completion status needs to be set. 
4. Select the appropriate status from the New Status drop-down list.  
5. Select a Code from the drop-down list and enter a Problem Description.  
Note: If a candidate arrived but was turned away (for example, because of unacceptable ID), select No Show. If a 
candidate arrived but was unable to start the test because of a technical problem or other test center issue, select 
Bypassed Appointment.  

6. On the Cache Proxy Results Upload Complete screen, click Next.  
7. Click Finish.  
8. The message Cleanup is completed for this administration will be displayed. Click OK.  
9. Shut down the cache proxy application. This step is important to prevent unauthorized use of the testing system.  
 

Sign-In/Sign-Out Sheet 

Have each test taker sign out as they exit the testing room. Retain used Sign-In/Sign-Out sheets for 18 
months. Destroy the sheets by shredding. DO NOT send them to the department or ETS.  
 
Dismiss Test Takers 

All materials and test taker possessions should be removed from the testing center. Ensure that any belongings 
stored in the lockers are removed. The test and testing questions should not be discussed with the testing candidate 
under any conditions. Candidates who have been excused from the testing area may not be readmitted until the 
start of the next testing session. Often questions about the availability, interpretation of, and ways to improve 
scores will be asked, refer to the section FAQ from Test Takers. 
 
Returning Test Materials  

Following the administration of the test, testing administration staff will need to complete all the necessary forms 
and package the materials for return to ETS. Instructions are printed on the Return Instructions sheet included in the  
shipment for returning test materials. This information is also available within the HiSET Portal.  

All used answer sheets must be returned to ETS within 24 hours of administering the paper based test. Missing or 
late returns result in costly follow-up investigations and may delay score reporting. Follow the directions below for 
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The following materials must be returned after each paper based testing:  

Answer Sheets  

 Handle Answer Sheets carefully. Keep them flat. Edges must not be damaged. Paper clips, rubber bands or staples 

must not be used.  

 Labeling: As prompted on the labels provided, please indicate your center number and number of each piece in 

sequence, for example: “1 of 2,”“2 of 2.” Affix one return label to each box or envelope in your shipment.  

 If it is necessary to use more than one envelope or box, number them consecutively (“1 of 3,”“2 of 3,” etc.).  

Attendance Roster  

Log onto the HiSET portal and update the test taker information, including the names of any test takers who were not 

listed on your roster but were permitted to test at your center.  

Seating Chart  

Return completed seating chart (s) in the envelope provided by ETS.  

Supervisor’s Report Form  

On the Supervisor’s Report Form section, write and grid the number of used Answer Sheets.  

Supervisor’s Irregularity Report Form  

Complete and return only if irregularities occurred. If there were irregularities in the administration, ensure that all 
Supervisor’s Irregularity Reports contain thorough information relating to the incident.  

Test Question Ambiguity and Error Form  

Complete and return only if concerns regarding test question ambiguity or errors occur. 
 

Returning Test Books  

Unless a test book is damaged or compromised, test books will be returned to ETS only at the end of the year when 

new test forms will be available. After each test administration, test books need to be checked to ensure that they are 

reusable. Damaged or compromised test books must be returned to ETS via a SIR return envelope. Label the test book 

(s) as “Unusable.” As prompted, indicate the center number and number of each piece in sequence, for example: “1 of 

2,”“2 of 2.” Affix one return label to each envelope in the shipment.  

 

Security Procedures After the Test 

All administration staff should be familiar with the security procedures covered in chapter 3. Below is the list associated 
with security after administering the test. Be sure to review this and follow all required steps.  

SECURITY AFTER THE TEST  NO  

Collect testing material from each test taker. Account for all material 

(including scratch paper) before dismissing the test takers. Place materials 

out of reach of test takers as they leave the room. Dismiss the test taker. 

   

Check the testing room to be certain nothing has been left behind.     

Log onto HiSET portal for each appointment whether the test taker checked 

in, was a “No Show,” or was not able to test or complete the testing session 

for some reason. 

   

Complete all appropriate reports and forms.    

Evaluate the administration; make any suggestions for improvements on the 

Supervisor’s Comment Sheet. 

   

Return all test answer sheets to ETS promptly for scoring.    

Check every book to ensure it is reusable. If not, follow the guidelines for 

returning material to ETS.  
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FAQ FROM TEST TAKERS 

When Are Official Scores Available? 

When taking a computer-delivered test, immediate, unofficial scores are displayed for all multiple-choice sections. On 

average, official test scores for both computer- and paper-delivered tests are posted within: 

3–5 business days for multiple-choice sections 

6–10 business days for the essay section 

Note: The Language Arts – Writing subtest contains both multiple-choice and essay questions. Only a combined 

score is reported, so scores are available within approximately 6–10 business days. 

How Can  Scores be Accessed? 

Scores are available through the HiSET Portal. They are not sent in the mail. If the test taker does not have Internet 

access or needs help, assist them with accessing their scores.  

How are scores reported?  

Scores are available in two different types of reports. 

 Comprehensive Score Report/Transcript 

The report that is always listed first in the HiSET account is the Comprehensive Score Report. It is a cumulative 

record of all of subtest scores. It only includes the highest score for each subtest taken, and it's automatically up-

dated. The Score Report can be viewed and printed from the HiSET Portal. If you need an official transcript sent 

to a college, scholarship program or other organization, contact ETS at 1-855-MyHiSET (1-855-694-4738). A 

score report is not the same as the state issued High School Equivalency Diploma.  

 Individual Test Reports 

The other type of report available through the online account is an Individual Test Report. The Individual Test 

Report includes the score for a single subtest and an explanation of what that score means — if passed and if the 

score demonstrated college and career readiness. An Individual Test Report is available for each subtest taken,  

listed by test date.  

How to Interpret the Score?  

Each of the five subtests in the HiSET battery is scored on a scale of 1–20. In order to pass all three requirements 

must be met: 

 Achieve a score of at least 8 on each of the five individual subtests  

 Score at least 2 out of 6 on the essay portion of the writing test 

 Have a total combined score on all five tests of at least 45  

 

If the HiSET battery of tests were to be administered to a random sample of high school seniors, it is estimated that  
approximately 60% would pass on the first attempt. If you receive a score of 45 or higher we estimate that you would 

be in approximately the top 40% of graduating high school seniors nationally. 

What Does Passing Mean? 

Test takers who have received a passing score on the HiSET battery of tests have demonstrated a level of performance 

required to be awarded an Iowa High School Equivalency Diploma.  

What Does College and Career Readiness Mean?  

Individual test score report also indicates whether or not the test taker has achieved the score required to demonstrate  

college and career readiness—with at least 15 out of 20 on any of the subtests. This is the requirement set by the three 

Regent universities to qualify for automatic admission, students must earn a minimum sum score of 15 on each of the 

five subtests and a minimum total score of 75.   

What Information is Provided To Help Improve Scores?  

On the HiSET subtests, questions are grouped into content categories. To help future preparation the Individual Test 

Score Report shows the “number correct” in each content category. This information might suggest areas where it 

would be worthwhile to concentrate study efforts. 
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Chapter 9: Requesting and Administering Testing Accommodations 
 

GENERAL INFORMATION  

The Iowa Department of Education along with Educational Testing Services are committed to serving test takers with 

disabilities or health-related needs by providing services and reasonable accommodations that are appropriate given 

the purpose of the test. 

 

INDIVIDUALS WITH DISABILITIES  

It is ETS policy to notify test center supervisors when persons with disabilities are scheduled to be tested. If a test taker 

who requires extra testing time, assistance in entering the answers on the answer sheet, or other accommodations re-
ports to your center unexpectedly, advise the tester to contact ETS so that appropriate arrangements can be made for a 

future test date. However, if someone requires only minor accommodations (for example, to be seated near a window 

for natural light or additional space to accommodate a wheel chair), please attempt to make the necessary accommoda-

tions.) 
Note: Repor t any minor  accommodations provided on the HiSET® Supervisor ’s Ir r egular ity Repor t.  

Medical aids may be necessary to enable the test taker to ambulate (cane, crutches, wheelchair, walker, prosthetic 

limb, service animal), or communicate (hearing aid, vocal cord amplifier) or may be required for health reasons 

(insulin pump, inhaler, heart rate monitor). These examples are not an exhaustive list. There are many types of aids 

that a test taker may be required to use. A test taker must be admitted, with or without approved accommodations, if he 

or she is required to use a medical aid. 

Test takers who wear an insulin pump do not need to be approved for accommodations. We do, however, suggest that 

the test taker be scheduled into a separate room if his/her pump is especially noisy (so as not to disturb the other test 

takers). A separate room would require an accommodations approval. 

Note: Test takers who request 14 point font, large-print test books and sheets do not need to be approved for accom-
modations. 

 

REQUESTING ACCOMMODATIONS  

All test takers requesting any accommodations must register by mail through ETS Disability Services using the Test-
ing Accommodations Request Form, and have their accommodations approved before their test can be scheduled. 

Online registration is not available for test takers who are requesting accommodations because of the need for ETS 

Disability Services review. 

If a test taker has a health-related need that requires them to bring equipment, beverages, or snacks into the testing 

room, or to take extra or extended breaks, you must follow the accommodations request procedures.  

All questions related to accommodations decisions should be directed to ETS Disability Services. 

 

CUSTOMER SERVICE—DISABILITY SERVICES  

Monday — Friday  8:30 am—5:00 pm Eastern Time               

Phone: 1-855-802-2748 (toll free)  

   

Fax:  1-609-240-0525   
Email: HiSETSSD@ets.org   

  

  

    

Mail:  ETS Disability Services 

PO Box 6054 

Princeton, NJ 08541-6054 

Courier Service:  ETS Disability Services 
225 Phillips Boulevard  
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HOW TO REQUEST ACCOMMODATIONS 

If accommodations for a test taker has been approved by ETS or GEDTS within the last two years and the docu-
mentation is still current, and if you are requesting the same accommodations during the 2014-15 testing year sub-
mit Part I and II and authorization letter confirming the accommodations to ETS Disability Services.    

If a student has never requested accommodations before or they need to request different from those for which has 

previously been approved, the request must be reviewed and approved by ETS Disability Services before their test 

can be scheduled. To request accommodations, the following steps must be followed: 

STEP 1: COMMON TESTING ACCOMMODATIONS  

If you would like to request accommodations other than those listed below, you must  describe them in detail 

on Part II of the Testing Accommodations Request Form.  

Extended Testing Times (all tests are timed) 

 25 percent (time and one-quarter) 

 50 percent (time and one-half) 

 100 percent (double time; documentation required) 

 Breaks — breaks are not included in testing time (can be used for medication, snacks, restroom, etc.) 

Accommodations for Computer-based Test (CBT) only 

 Screen magnification 

 Selectable background and foreground colors 

 Assistance 

 Reader 

 Scribe 

Assistance for Spoken Directions Only 

 Oral Interpreter 

 Sign language Interpreter 

 Printed copy of spoken directions (for PBT tests only) 

Alternate Test Formats 

 Braille 

 Large-print test booklet 

 Large-print answer sheet 

 Recorded audio (audio cassette) 

 

HEALTH-RELATED NEEDS AND MINOR ACCOMMODATIONS   

“Health-related needs” refers to any of a variety of medical conditions that impact a major life activity, such as 

those affecting digestion, immune function, respiration, circulations, endocrine functions, etc. Documented 

health needs include conditions such as diabetes, epilepsy and chronic pain. Some of these documented health 

needs require only minor accommodations. Minor accommodations include, but are not limited to, special light-
ing; an adjustable table or chair; extra breaks for medication or snacks; or a separate room if food, beverages or 

glucose testing materials are necessary during the test session. 

If a student requires minor accommodations, they must submit: 

 HiSET® registration 

 Part I and Part II of the Testing Accommodations Request Form 

 Part III Disability Documentation Form 

 A letter of support from a medical doctor or other qualified professional stating the nature of the condition 

and the reason for the minor accommodations requested. (A note on a prescription pad is not acceptable).  

 The proper registration fee 

http://hiset.ets.org/take/hiset_account
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Some medical aids do not require approval for accommodations. These aids include, but are not limited to, those that 

are necessary for you to ambulate (cane, crutches, wheelchair, walker, prosthetic limb, service animal) or communicate 

(hearing aid, voice amplifier) or those that are otherwise required for health reasons (heart rate monitor). If a student 

require these types of medical aids they do not need to request  accommodations.  

If a student wears an insulin pump, they do not need to request accommodations unless the pump is especially noisy. 

If he pump is noisy and likely to disturb other test takers, requesting accommodations is a good idea so you can be 

scheduled in a separate room. 

 

STEP 2: DETERMINIE TEST FORMAT  

Check the HiSET® website to get information about which format of the test is offered in your area so you can determine what 

format of the test you will be taking (PBT or CBT).   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

STEP 3: TESTING ACCOMMODATIONS REQUEST FORMS 

Part 1— Applicant Information 

Complete this section and sign the Applicant’s Verification Statement, even if the student is registering for accommo-

dations identical to those that have been approved by ETS within the last two years. 

Part II—Accommodations Requested  

Complete this section, even if the student is registering for accommodations that are identical to those that have 

been approved for them by ETS within the last two years.  If the student is requesting accommodations other 

than those listed in Part II, they must describe them under “Other Accommodations”. 

 

Part III—Disability Documentation 

Student must submit disability documentation if: 

 You are not submitting a Certification of Eligibility: Accommodations History. 

 You are requesting accommodations other than 50 percent (time and one-half) and/or extra breaks 

 You were diagnosed with a disability within the past twelve months 

 You indicate in Part 1 of the Testing Accommodations Request Form that you have a physical disability or 

a psychiatric condition, or you check “Other” under “Nature of your disability.”  

 

 

Testing Accommodation Paper Computer 

Extended time ✓ ✓ 

Separate room ✓ ✓ 

Audiocassette or other form of 

recorded audio 

✓   

Large print ✓   

Screen magnification   ✓ 

Calculator/talking calculator ✓ ✓ 

Scribe or keyboard entry aide ✓ ✓ 

Additional supervised break time ✓ ✓ 

Sign language-interpreted in-
structions for test takers who are 

deaf or hard of hearing 

✓ ✓ 

http://hiset.ets.org/take/disabilities/
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If the student is blind or has low vision, they do not need to submit documentation if they are submitting a 

Certification of Eligibility: Accommodations History and are requesting only accommodations listed 

below. 

 Screen Magnification 

 Selectable background and foreground colors 

 Braille 

 Large Print (test book and /or answer sheet) 

 Recorded audio 

 Reader 

 Scribe 

 Braille slate and stylus 

 50 percent extended time (time and one half) 

If the student is blind, a request for 100 percent extended time (double time) does not require documentation if 

they are submitting a Certification of Eligibility: Accommodations History and requesting Braille, a 

reader, or recorded audio. 

If the student is deaf or hard-of-hearing, they do not need to submit documentation if submitting a Certification of 

Eligibility: Accommodations History and requesting only accommodations from the list below. 

 50 percent extended testing time 

 Extra break(s)  

 Printed copy of spoken directions 

 Sign language interpreter (for spoken directions only) 

 Oral interpreter (for spoken directions only) 

DO NOT send documentation if not required to do so. If documentation is not needed, submitting it will 

delay the review process. An Individualized Education Program (IEP) or 504 Plan alone may not be used. 

 

STEP 4: SUBMITTING REQUESTS TO ETS  

An incomplete application will cause a delay in processing your request. Be sure to include: 

 All completed forms  

 Disability documentation 

 Proper test fee 

 

Send completed requests to: 

Mail: ETS Disability Services     Courier Service:     ETS Disability Services 

 PO Box 6054          225 Phillips Boulevard 

 Princeton, NJ 08541-6054         Ewing, NJ 08628-1426 

 

HOW TO REGISTER ONCE THE REQUEST IS APPROVED  

ETS will send you an authorization letter confirming the accommodations that have been  approved . 

 Paper based Testing (PBT) 

 When  the student receives an authorization letter, they will need to contact ETS an make an appointment for a test 

session. The authorization letter will identify the testing location and test administrator. If the testing center cannot 

accommodate the request on the scheduled testing date, the student will be contacted by the test administrator to 

arrange an alternate test date. 

Alternate-Format 

A representative from ETS Disability Services will contact the student  to confirm the accommodation is approved and 

to schedule the test. 
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Step Procedure 
  

1 

  
At the designated testing station, open Internet Explorer and go to https://

ibt1.ets.org/ibt/info.html. 
  

 
  

You need to install the JRE, Keyboard Driver, Access Bridge, and screen magnification 
(OTHERWISE KNOWN AS SCREEN MAGNIFICATION) FROM THIS WEBSITE, WHICH WILL PROVIDE THE 

SPecific versions required by the testing system. Each of the four components can be installed 

individually, or you can install them in two stages, as follows: 
  

1a 

  
Click the iBT Bundle Installer link, which is located in the first bulleted item on the iBT – 

Testing Workstation Preparation screen. This will begin the installation of the JRE, Keyboard Driver, 

and Access Bridge. 

  
1b 

  
Install screen magnification (otherwise known as Screen Magnification) by clicking its 

Download button after the iBT Bundle has been installed  successfully. 

  
2 

  
Reboot the testing station after all components have been installed. 

  
3 

  
Open Internet Explorer, return to https://ibt1.ets.org/ibt/info.html. 

  
4 

  
Click the Verification Tool link, which is located in the last bulleted item on the iBT – 

Testing Workstation Preparation screen. 

  
5 

  
Run the software tests available in the Verification Tool to ensure that the required com-

ponents are installed. 

  
6 

  
After passing the verification tests, the testing station is ready to deliver the accom-

modations. Close the verification tool window. 
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Step  

  
1 

  
Cache proxy and administrative station: Follow standard star t-up procedure. 

  
2 

  
Testing stations: 

  
2a 

  
On a test day when one or more candidates are registered to test with accommodations, each 

workstation that you start will display a list of those candidates and will require you to choose 

whether to set up this testing station for accommodations delivery: 

 
  

•   To set up this testing workstation for accommodations delivery, select a test taker from the 

list, and click the Assign Accommodations button. After a test taker has been selected and 

assigned, that test taker will not appear on the list when you start the next testing workstation. 
•   To set up for nonaccommodations delivery, click the General Purpose button. 

  
2b 

  
A verification tool will run automatically to verify that the required iBT files are present on the 

testing station. 

•    If the files are present, the system will proceed to the iBT Client Verification 
Tool screen. 

•    If the proper versions of the software are not present, you will need to download and install them 

from the links on the following ETS website: http://ibt1.ets.org/ibt/info.html. When the installation  

has been completed, you will have to reboot the testing station and repeat these procedures from the beginning 

of Step 2. 

 

TEST DAY START-UP AND CHECK IN FOR TEST WITH ACCOMMODATIONS 

Note: On test day, star t the designated accommodations testing station (s) before checking in the test taker  (s).  

http://ibt1.ets.org/ibt/info.html
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Step  

  
2c 

  
The iBT Verification Tool will start. Follow the instructions presented by the tool. After complet-

ing all the verification tests, close the iBT Verification Tool window. 

  
2d 

  
The Workstation Status screen will display the identifying information for the test taker to whom 

you have assigned this testing workstation. 

  
3 

  
At the administrative station, check in the test taker with testing accommodations. 

Step  
  

If a test taker has been authorized  for screen magnification and/or selectable background and foreground colors, 

there will be an Adjust Display button at the top of the testing station screen beginning with the first screen of the 

test package. 

  
1 

  
To begin using magnification, the test taker clicks the Adjust Display button and a menu box ap-

pears. 

Important: It may be necessary to help the test taker  locate the Adjust Display button for  the 

first time if he/she is unable to locate it before the display has been adjusted. 

  
2 

  
The Magnification  menu presents two drop-down lists from which the test taker selects the type 

and power of magnification. 

•   Three types of magnification are available: 
о Full – The full screen is magnified, allowing the test taker  to view the maximum pos-

sible magnified area; the image scrolls automatically when the cursor approaches the 

edge. 
о Overlay – Displays a magnified view in a box docked in the lower  r ight- hand quar-

ter of the screen; moving the mouse moves the screen image within the overlay. 
о Lens – The cursor  is inside a square magnified area can be moved in front of the 

screen like a magnifying glass; only the material directly beneath the lens is magnified. 
•   The magnification level can be adjusted up to 36x. Levels include: 

о 1x to 8x in steps of 1 
о 10x to 16x in steps of 2 о 20x to 36x 

in steps of 4 
о Fractional powers of 1.2, 1.5, 1.7, and 2.5 

  
3 

  
After selecting the desired type and level of magnification, the test taker can close the Magnifi-

cation menu by clicking the Adjust Display button again. The test taker may use the Adjust Dis-

play button to toggle the menu off and on as needed dur ing the test. 

  
Note: Because of the magnification, not all the screen content will be visible at one time in Full and Over lay 

modes. The test taker will need to use the mouse to move the screen image to locate the testing tools buttons. 

 

SCREEN MAGNIFICATION OPERATING PROCEDURES 
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Step  

  
If a test taker has been authorized  for selectable background and foreground colors and/or screen magnifi-

cation, there will be an Adjust Display button at the top of the testing station screen beginning with the first 

screen of the test package. 
  

1 
  

To begin adjusting background and foreground colors, the test taker clicks the 

Adjust Display button and a menu box appears. 
  

2 
  

The Color Scheme menu presents a drop-down list with the following 12 options: 
  

•   Black letters on white paper (default) • Black letters on light blue paper 

•   Yellow letters on black paper • Dark blue letters on white paper 

•   White letters on black paper • Dark blue letters on yellow paper 

•   Black letters on pink paper • Light blue letters on black paper 

•   Pink letters on black paper • White letters on dark blue paper 

•   Black letters on yellow paper • Yellow letters on dark blue paper 
  

3 
  

After selecting the desired color scheme, the test taker can close the menu by clicking the 

Adjust Display button again. The test taker  may use the 

Adjust Display button to toggle the menu off and on as needed dur ing the test. 

Step  

  
If a test taker has been authorized  to take breaks, there will be a Break button at the top of the testing station 

screen beginning with the first screen of the test package. 
  

1 
  

To begin a break, the test taker clicks the Break button located at the top of the screen. A 

break instructions  screen instructs the test taker to select from the following option buttons: 

  
1a 

  
Remain in the Room – Initiates a break and presents an instruction screen that will remain 

on the screen throughout the break. The test time stops counting down. An End the Break 

button for the test taker’s use appears at the top of the screen. 

  
1b 

  
Leave the Room – Initiates a break and presents an instruction screen that will remain on the 

screen throughout the break. The test time stops counting down. 
  

1c 
  

Cancel the Break – Returns to the test without initiating a break. 

  
2 

  
To end a break: 

  
2a 

  
If the test taker started the break by selecting Remain in the Room, he/she can end the break 

at any time by clicking the End the Break button. 

 

SELECTABLE BACKGROUND AND FOREGROUND COLORS OPERATING PROCEDURES 

 

 

ADDITIONAL BREAKS PROCEDURE 
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Step  

  
 

  
If the  the by the  the ollo  

1. the   Administrator 
box  

2.  the that  during etup  and  
3.  the the option,  confirmation  
4. Wait at the testing station to ensure that the test taker confirms the information and clicks the 

In r button to the test. 

  
 will be  to the time initiated or  

Deadline for Accommodations Request  

The request for accommodations should be submitted as early as possible, especially if requesting an alternate test 
format. Documentation review takes approximately six weeks once the request and completed paperwork have been 
received. If additional documentation must be submitted, it can be another six weeks from the time the new docu-
mentation is received until the review is complete. ETS is committed to producing alternate test formats as quickly as 
possible; however production times may vary. 
 
Score and Reporting  

Test takers who are blind can contact ETS Disability Services by phone for their test scores.  In most cases, score re-
ports contain no indication of whether a test was taken with accommodations. Score reports do not indicate the na-
ture of the disability or the accommodations given. Score recipients also are reminded that test scores should be con-
sidered only one part of an applicant’s record.  

 
Installing and Configuring Software  for Screen Magnification and  
Selectable Back/Fore Ground Colors  

Test takers who are blind can contact ETS Disability Services by phone for their test scores.  In most cases, score re-
ports contain no indication of whether a test was taken with accommodations. Score reports do not indicate the na-
ture of the disability or the accommodations given. Score recipients also are reminded that test scores should be con-
sidered only one part of an applicant’s record.  

 

Discretionary Paper Based Testing 

A PBT can be an allowable option, at the discretion of the Chief Examiner, after a failed  Computer Based , test allowing 
for a PBT if the candidate and Chief Examiner are in agreement that this would be the best action to take given 
acknowledgement and sufficient evidence of their current barrier.  This would be an “in between” assistive measure 
for a specific candidate, not an accommodation and not an emergency request for PBT.  This would be a very rare and 
seldom used measure to assist a candidate to successfully navigate the HiSET battery given their current barrier.  
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Chapter 10: Reporting Irregularities 

No manual can deal with all situations that might arise during testing. From time to time, questions or emergencies may occur that are 

not adequately addressed in this manual. The department relies on local administration staff, as the person responsible for 
all aspects of the testing, and handling any emergency or exceptional situation. The department and ETS will support the 
testing centers actions if they are consistent with the established policies and procedures. There may be times, however, 
when staff will have to go beyond established policies and procedures to deal with particular problems. The depart-
ment and ETS will support local administration staff decisions if, in light of the circumstances, actions are reasonable, 
sound, and designed to assure score validity and a satisfactory testing environment.  

The information below provides procedures for documenting testing irregularities and responding to situations that could 
potentially arise during the course of the test administration. For paper based testing this is reported using the Supervisor 
Irregularity Report (SIR) while computer based testing is reported online through the Center Problem Report (CPR). 

The guidelines in Handling Specific Irregularities are provided as a general framework to facilitate handling of non-routine 
or emergency situations. ETS staff members are available during business hours and on all test dates to offer advice and 
assistance. Please do not hesitate to call, refer to Chapter 1: Communication.  
 
Local Emergency Plan 

A testing center’s emergency plan should include instructions for exiting the building and what to do if a testing candidate 
or administration staff gets sick, or if a disaster occurs. Be specific on how testing materials will be secured during an 
emergency. The administration staff should have readily available a first aid kit, a medical waste container, and other 
equipment as needed in case of emergency. In all cases, care of restricted materials is the number one priority.  Test 
books and answer sheets must be accounted for in an accurate and timely fashion. 

Basic points to remember about the emergency plan: 

 Keep the plan in the testing center 

 Make all administration staff aware of emergency procedures 

 Update the emergency plan as necessary 

 Secure all testing materials 

 Call for outside assistance when needed (security/medical) 

 Document details of the event including date, time, list of testing candidates with addresses and telephone numbers. 

Emergency plans should include the following components: 

 Names and contact information for test administration staff  
o Identify back-up examiner and include contact information 

 Names and contact information for other school personnel  

 List of items in the first aid kit 

Types of emergencies plan should detail: 

 Violence (upset candidate) 

 Natural disasters (e.g., power outage, weather, or fire) 

 Illness (candidate and examiner) 

 Hazardous waste or contaminated by bodily fluids 

 Bomb threat 

Detailed Plan for Incident Documentation 

 Who writes a report? 

 Details to be included in the report. 

 Has the plan been properly approved? 

 Will the one hour rule be allowed? 
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Basic Information About Reports  

The Iowa Department of Education relies on the chief examiner to be responsible for all aspects of test administration and to handle 
any emergency or exceptional situations at the test center. The chief examiner or supervisor should report inc idents as 
soon as practical after they occur. If necessary, a proctor should be asked to monitor the testing room while the chief exam-
iner or supervisor handles test center situations and completes a report.   

It is extremely important that for paper based testing that the administration staff use the Superv isor’s Irregularity Report 
(SIR) to report information to the department and ETS concerning any possible security breaches, misconduct, and other 
incidents at the test center. Facts that may seem of little consequence at the time may later assume considerable signifi-
cance when deciding whether further action is justified. All Supervisor’s Irregularity Reports are thoroughly reviewed. In 
certain cases, because of confidentiality or privacy factors, it may not be possible to report back to supervisors regarding 
actions taken.  

For registering a student or computer based testing a Center Problem Report (CPR) can be filed through the HiSET Portal. 
CPRs should be clear, objective, and professional. They should focus on facts and details and avoid opinions and specula-
tion.  

The department and ETS will support a Chief Examiner’s or Supervisor’s actions if they are consistent with established ETS 
policies and procedures. The actions must be reasonable, sound and designed to assure test validity, a satisfactory testing 
environment, and test security.  

Some irregularities may not involve test takers, but should still be reported. 
 
Importance of Reports  

Reports are a critical source of information. They provide a written record of security incidents, technical problems, miscon-
duct, and other out-of-the-ordinary situations.  

 Irregularity reports are admissible evidence in a court of law; and 

 Facts that seem of little consequence at the time may later assume considerable significance when ETS must decide if 
further action is required.  

ETS thoroughly reviews all reports and takes appropriate action. In certain cases, because of confidentiality or privacy fac-
tors, it may not be possible for ETS to report back to chief examiners regarding actions taken.  

 
General Rules for High-Quality Reports  

Reports should be complete–describe who, what, where, when, why and how. They do not have to be long, but the testing 

administration staff should provide the details as specifically as possible while the incident is recent and details can be recalled. Avoid 
entering minimal descriptions (such as “Improper ID” or “Problem”) because that will require additional research and delay 
the resolution process at ETS.  State the length of any delay or interruption that the test taker encountered. Describe 
what happened in detail. Remember that each CPR should tell a complete story of the incident. Document all actions tak-
en so that others reading the report can determine exactly what occurred: What took place: Describe the situation and 
problem as completely as possible. If possible, give exact time of day and time showing on computer screen if it is relevant 
to the irregularity. Describe where it happened in detail. Include the names and telephone numbers of all personnel who 
might provide relevant information regarding who witnessed the incident. (This would apply to misconduct cases, injury to 
a test taker, or other any unusual incident at the test center.)  
Also include the test taker (s) that were affected by the same incident. 
 

Reports should be professional–focus on facts and details and avoid opinions and speculation.  

Reports should resolve relevant questions–if a report includes the necessary details, ETS will not need to follow up with the 
test center for more information or clarification. It is important to state the outcome of the incident in the report (e.g., 
whether the candidate completed the test, whether the candidate was turned away, whether a prohibited item was confis-
cated). For incidents involving prohibited items or misconduct, details provided in reports can help ETS evaluate whether a 
particular incident was a relatively minor infraction or a serious breach of test security (e.g., whether a piece of paper was 
“only a candy wrapper” or contained test-related notes).  
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Ensure the report include answers to the following questions (if applicable for the issue):   

 Did the problem occur before the test taker started the test or during a particular section of the test?  

 What was the length of time of any delay or interruption?  

 What actions were taken to try to resolve the problem? Was the problem resolved?  

 Did the affected test takers successfully complete their tests?  

 After 30 minutes, if the problem was not resolved, did the Supervisor offer the test taker the opportunity to be sched-
uled for a make-up test? Did the test taker accept the offer?  

 Did you contact HiSET Technical Support or HiSET Test Administration Services for assistance?  

 Did the test center staff confiscate any item?  

 Was the test taker dismissed from the test session?   
Note: Do not state or describe the content of any test item when completing a CPR. This will result in a compromise of 
security of the test question. 
 
Filing a Report 

At the Administrative workstation during an iBT administration, click File CPR from the menu on the left side of the screen. 
The CPR screen will open.  

 Select the most appropriate CPR Category and Code for the issue you are reporting.  

 Complete the Description and Action fields. Avoid entering minimal descriptions (such as “Improper ID” or “Problem”) 
because that will require additional research and delay the resolution process at ETS.  

In certain situations, the system will automatically initiate a CPR and you will need to enter the details. For example, if you 
need to Reset Check-in for a candidate, enter a brief explanation of why the reset was necessary. If you encounter a situ
tion that causes several system-initiated CPRs of the same type (for example, Reset Check-in), and you do not have time to 
type a complete explanation in each CPR, please file one CPR at the end of the administration to summarize the situation 
and the outcome for the affected test takers. 

For paper based testing irregularities that need to be reported using a Supervisor Irregularity Report a copy is provided in 
the appendix. This report needs to be submitted and mailed with the answer sheets from the testing session. Pack the 
report in the envelope as directed by the testing material return procedures.  
 
How to Act on Irregularities  

Dismiss the test taker from the test center and file a detailed report if a test taker attempts to:  

 Remove test questions from the room; 

 Use prohibited aids; 

 Impersonate a scheduled test taker; 

 Tamper with the testing equipment;  

 Give or receive assistance from another test taker; 

 Cheat in any way; and 

 Create a disturbance after a warning.  
Note: If a test taker threatens test center staff with bodily harm, call the local police and/or building security.  

The Chief Examiner or Supervisor does not need to call HiSET Test Administration Services before dismissing the test 
taker.  

Other situations that require a report:  

 Test taker arrives at the test center but is not admitted for any reasons; and 

 Test taker is turned away because of unacceptable ID.  
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Test Material Flaws  

The following irregularities involve errors in printing and assembly of test books and problems with individual test questions, 

such as typographical errors and ambiguities.  

Situation in  Room 

 

 

Inform test takers that you will file a report about their 

concerns. 
File a SIR or CPR. State only the test 

section number and name and the item 

number. Do not copy the exact text of 

any test question. This is important in 

maintaining test security. 

Defective Test 

Materials  

If discovered BEFORE testing begins:  

Collect the defective test materials.  

Give the test taker a new, unused test book, if available.  

If discovered AFTER testing has begun:  

Collect the defective test book.  

Give the test taker a new, test book, if available, with the 

same test form code. The test taker should continue with 

the new test book. The test taker will need to complete 

the information on the back cover of the new test book 

between sections. No information should be collected in 

the test books.  

Print “Defective Material” on the defec-

tive test book covers and attach the test 

book to the Supervisor’s Irregularity Re-

port Form. If answers were recorded in 

the defective book, attach the defective 

test book to the replacement test book and 

send to ETS with the Supervisor’s Irregu-

larity Report Form.  

Provide full information on the Supervi-

sor’s Irregularity Report, including:  

Report the nature and location of the 

defect.  

Provide page numbers if possible.  

Provide test-taker’s name and appoint-

ment confirmation number appointment con-

firmation number.  

Report if the test taker was able to com-

plete the test or if he or she was dis-

missed.  

Complete the Notice of Defective Test 

Books. Include this form on top of the 

used test books.  

Handling Specific Irregularities 

Procedures for handling specific irregularities are grouped under four categories:  

 Test material flaws  

 Group irregularities  

 Individual irregularities  

 Security and conduct irregularities  
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Group Irregularities  

The following irregularities may affect all or most of the test takers in a testing room or at a testing site.  

Situation in  Room  

Hardware 
or Software 
Problems 

If software or hardware problems cause a delay in starting or an 

interruption during a test, contact HiSET Technical Support with-

in 10 minutes of the scheduled star t time or  the time the 
interruption occurred. Even if it appears to be a local problem and local 

personnel are working on it, you still must contact HiSET Tech-

nical Support promptly. 

Ensure that the affected test takers remain sequestered inside the 

building while they wait for the problem to be resolved. Seques-

tering the test takers is required  for test security purposes, 

and it means that you must take all the following actions: 

•   Inform the test takers that they are not allowed to leave the 
test center or to use cell phones or other communication devices 

during the waiting period. 
•   Supervise  the test takers to ensure that they remain in the test center 

building and have no access to phones, electronic devices, or out-

side communication while waiting for the problem to be resolved. 
•   When you file your CPR about the situation, include a descrip-

tion of where the candidates were located during the waiting 

period and how they were supervised. 

Offer the test takers the opportunity to reschedule after having waited 

30 minutes past the scheduled start time for the problem to be re-

solved. 

At 30 minutes past the scheduled start time, if the problem is still 

being worked on and the test takers wish to continue waiting, and the 

test center’s schedule will still allow time for them to complete the 

test, they may continue to wait for the problem to be resolved. The 

test center should already be in contact with HiSET Technical Sup-

port. Inform affected test takers that you have reported the problem. 

They will be contacted about rescheduling, if necessary. 

Contact HiSET Technical 

Support. 
  
File a CPR. Describe the 

situation and actions taken, 

identify the affected test 

takers, and state whether 

they were able to complete 

testing. 

Cache Proxy 

Computer Fail-

ure During the 

If you encounter a problem with the cache proxy computer while test-

ing is in progress, DO NOT switch the cache proxy application from 

one computer to another. Contact HiSET Technical Support for assis-

Contact HiSET Technical 
Support. File a CPR. 

Emergency  

Power Outages 

When an electrical power outage occurs at the test center and power is 

immediately restored, the Chief Examiner or Supervisor will have 
to use the Restart function at the admin station to restart each test 

taker‘s test. 

If the power is not immediately restored, power off each testing 

station and other equipment until the power is again available. 

Ask test takers to wait at least 30 minutes for the power to be 

restored. After that time, give them the choice to either: 

•   Wait in the center to resume the test. 
•   Choose to be rescheduled to a makeup test. 
While waiting, test takers must remain in the testing room and must 

have no access to cell phones or other prohibited devices. 

File a SIR or CPR. Describe 

the situation and actions 

taken, identify the affected 

test takers, and state whether 

they were able to complete 

testing. 
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Group Irregularities (continued) 

The following irregularities may affect all or most of the test takers in a testing room or at a testing site.  

Situation in  Room  

Problems in 

or near the testing 

room 

If a disruption occurs inside the testing room, or noise from outside the 

test center affects test takers, try to end the noise or disruption or move 

the test takers if possible. 

Report details of the situation 

in the SIR or CPR, including:  

 Nature of the disturbance.  

 If testing was stopped and 

the amount of time 

elapsed.  

 If there were any test-taker 

complaints.  

 Number of test takers af-

fected.  

 Names and appointment confirma-

tion numbers of test takers 

affected.  

Disturbances  

Disturbances due 

to illness or medi-

cal emergency  

 Ask test takers to close the test books until the situation is resolved. 

 Remedy the situation in the most practical way. 

 Keep test takers calm to the extent possible. 

 If moving to another testing room is necessary, collect and later re-

distribute test materials. 

 Record any time loss and subsequent adjustments in testing time. 

Report details of the situation 

in the report, including:  

 Time loss and subsequent 
adjustments.  

 Complaints from other test 

takers, including their name

(s) and appointment con-

firmation number(s).  

Emergencies 

Weather 
Problems or Other 

issues beyond the 

center’s control  

 Decide whether you must cancel the administration or can find an 

alternate location.  

 If you decide not to test, call ETS immediately for instructions. 

 If test takers have arrived before you make the decision to cancel, 

contact ETS.  

 If your test center is to remain open despite severe weather file a 

report describing the conditions and advise any test taker that can-

not get to the center to contact HiSET Customer Service.  

Contact HiSET Test Ad-

ministration Services. File 

a SIR or CPR as soon as 

possible.  

Emergencies 

Emergency evacua-

tion 

Your primary concern should be the safety of test takers and your staff. 

When an emergency occurs, you should immediately:  

 Note the time of the incident and, if time permits, collect the test 

books.  

 If test takers and staff are not in physical danger, secure the testing 

materials, lock the testing room and evacuate test takers and staff.  

 Gather test takers in a designated safe area. Test takers should be 

monitored and should not discuss the exam.  

 If testing is able to resume, redistribute the test materials and check 

ID for all test takers before restarting the exam.  

 Subtract the amount of testing time that elapsed from the total 

testing time to determine the amount of remaining testing time. 

Inform the test takers how much time remains, reset your clock, 

and instruct test takers to resume working.  

 Call ETS as soon as possible.  

Report the emergency. Pro-
vide full details of the emer-
gency and action taken.  

If testing is able to resume, 

note the time the emergency 

occurred and timing stopped. 

Include the stop and restart 

time on the report. 
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Individual Irregularities 

The following irregularities are usually limited to one or a few test takers in a testing room or site 

Situation in  Room  

Unacceptable ID Do not admit the test taker. In your CPR, state what type of ID the 
test taker presented and why it was unacceptable. State whether the test 

taker was turned away. 

Note: If, to avoid a ser ious disturbance, you must admit a test taker  

without acceptable  ID, file a SIR or CPR and  inform the test taker that 

his/her scores will not be reported and will be canceled. 

Provide detailed information 

regarding the incident and the 

action taken by you 

or your staff on the SIR 

or CPR, including the test

-taker’s name and ap-

pointment confirmation 

number. 

Group Irregularities (continued) 

The following irregularities may affect all or most of the test takers in a testing room or at a testing site.  

Situation in  Room  

Mistimings For an UNDERTIMING: 

 Whenever possible correct an undertiming before test takers are 

dismissed. 

For an OVERTIMING: 

 No adjustment can be made in the case of an overtiming. 

Report the mistiming on 

the Supervisor’s Irregu-

larity Report and include 

the following infor-

mation: 

 Whether  it was 

an undertiming 

or an overtiming. 

 The amount of time in-

volved. 

 In the case of an un-

dertiming, how it was 

corrected. 

 The number  of test takers 

affected. 

 Names and ap-

pointment confir-

mation number of 

the test takers af-

fected. 

 Attach the test books of 

all affected test takers to 

the Supervisor’s Irregu-

larity Report.  

Medical 

Emergency or 

Illness 

If a test taker becomes ill and must leave the room temporarily, handle 

the situation the same as for an unscheduled break. Note the time the 

test taker left and returned on the CPR. 

If a test taker must withdraw permanently from testing because of 

illness, follow instructions described in “Unscheduled Departure 

from the Test Site.” File a CPR. 

In case of serious illness or medical emergency: 
  
•   Call a local emergency medical number. 
•    Render whatever aid possible and make the person comfortable 

until help arrives. 

If other test takers are dis-

turbed by the test taker’s 

illness and have lost testing 

time, file a report indicating 

all test takers affected. 
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￼ 

 

 

Unscheduled 

Departure from 

the Test Site 

If a test taker leaves the test center before completing the test collect all 

testing material and if its computer based testing terminate the test: 
  
1. Press the administrative override key sequence (CTRL+Shift+?). 
2. When the Enter Administrator Password window appears, type your 

administrator password. (This is the administrative password that you 

created during the test setup process.) 
3. A drop-down list of options will appear. Select the option to end the 

test. 
Note: The administrative over r ide key sequence will not work when 

a listening item is being played or when a direction screen is displayed. 

You will need to wait for the recording to end or navigate past the di-

rection screen before terminating the test. 

File a report. 

Individual Irregularities (continued) 

The following irregularities are usually limited to one or a few test takers in a testing room or site 

Situation in  Room  

Test Taker 

Is Checked 

in Under 

the Wrong 

Registration 

Test takers may have similar names. Be careful to select the correct 

record when selecting a test taker from the check-in roster. 

If you accidentally check in a test taker under another test taker’s regis-

tration, you can reset the check in and start over, as long as you detect 

the mismatch BEFORE the test taker starts the test. 

•    At the admin station, use the Reset Check-in function to reset the 

test taker’s registration that was used in error. 

•   Then select the correct test taker record from the roster and 

proceed to check in the test taker. 

If the test taker has already started the test when the mismatch is de-

tected, DO NOT allow the test taker to complete the test. Both test tak-

ers (the one who started the test under the wrong registration record 

and the test taker whose record was used in error) will need 

to be rescheduled to another test administration. 

File a report.  

Misplaced An-
swers 

If a test taker has mistakenly marked answers in the test book instead of 
on the answer sheet:  

 Instruct the test taker to mark answers correctly from that point 
forward.  

 Assure the test taker that you will notify ETS and that every effort 
will be made to give proper credit.  

 Attach the test book and answer sheet to the SIR and forward to 
ETS.  

Report details of the situation 

on the Supervisor’s Irregulari-

ty Report. Attach the test book 

to the Supervisor’s Irregularity 

Report and return both via the 

SIR return envelope.  

Unscheduled 
Breaks 

Numerous or Ex-
cessively Long  

Test takers are not permitted to take breaks during the test session. 

Only in the case of an emergency may a test taker leave the testing 

room to go to the restroom, and only after receiving permission from a 

member of the testing staff. Remind test takers that they will not be 

allowed extra testing time for such an absence. 
  
Use of telephones or cell phones is not permitted during such an 

absence and is grounds for dismissal. 

There is no need to report 

approved breaks; however, 

unapproved, excessive or 

extended breaks must be 

reported. 
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Security and Conduct Irregularities 

The following irregularities involve test security incidents and possible test taker misconduct. 

Situation in  Room  

Disruptive 

Behavior 

and Mis-

conduct 

Because Chief Examiners and Supervisors must maintain order as 

well as security at the test center, they have authority to dismiss a test 

taker for disruptive behavior or other misconduct. If a test taker’s 

behavior during testing disturbs others, and the Chief Examiner or 

Supervisor believes the disruption may prevent others from doing 

their best work, the Chief Examiner or Supervisor will do the follow-

ing: 

•   Warn the test taker that he or she will be dismissed if the disruptive 

behavior persists. Do not engage in a confrontation. 
•    If the test taker continues to be disruptive, you may dismiss the 

individual from the testing room. 
•   Dismissal is also warranted if, after receiving a warning from test 

administration staff, a test taker continues to engage in any other type 

of misconduct. 
•   In certain  cases you may be reluctant to dismiss a test taker for fear 

of embarrassment, disturbance to other test takers, or physical repris-

al. You should dismiss test takers when warranted, but use your best 

judgment in handling each situation. 
•   When dismissing  a test taker, advise the person that failure to adhere 

to testing regulations after receiving a warning made the dismissal 

action necessary and that a report will be filed. 
•   If, in the judgment of the Chief Examiner or Supervisor, attempting 

to remove a test taker would create a disturbance to other test takers 

or result in a potentially threatening situation, the test taker should 

be permitted to complete testing. 
•    If the individual causes a serious disturbance and will not leave 

the test center, you should call the police or other local authorities. 

Retain any materials related to the events because ETS may re-

Provide detailed information 

regarding the incident and the 

action taken by you 

or your staff on the SIR 

or CPR, including the test

-taker’s name and ap-

pointment confirmation 

number. 

Attach the test-taker’s answer 

sheet to the SIR if applicable. 

Misconduct 
  
Testing Aids 

Use of the following items is strictly prohibited: 
  
 telephones or cell phones 

 smartphones  (e.g., BlackBerry® or iPhone® devices), PDAs and 

other electronic, listening, recording, scanning or photographic de-

vices 

 books 

 pamphlets 

 highlighter pens 

 stereos or radios with headphones 

 watch alarms (including those with flashing lights or alarm 

sounds) 

 personal digital/electronic  recording or photographic devices 

 calculators other than those distributed by test center staff 

 dictionaries, including electronic translators 

Anyone found using aids during testing should be warned and, if ac-

tion continues, should be dismissed from the test. 

Exception: If you observe that an examinee inside the testing room is 

using a telephone, personal digital assistant, or other prohibited electronic 

device, do not give a warning. 

Provide detailed information 

regarding the incident and the 

action taken by you 

or your staff on the SIR 

or CPR, including the test

-taker’s name and ap-

pointment confirmation 

number. 

Attach the test-taker’s test 

book and answer sheet to the 

SIR if applicable. 
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Security and Conduct Irregularities (continued) 

The following irregularities involve test security incidents and possible test taker misconduct. 

Situation in  Room  

Using a Prohib-

ited Item  

Outside of the 

Testing Room 

During a Break 

1. Warn the test taker that the activity is not allowed and that they 

will be dismissed if it continues. 
2. If the test taker violates the regulation again after the warning: 

a. Dismiss the test taker. Inform him or her that repeated viola-

tion of test center regulations after receiving a warning has 

made dismissal necessary and that a report will be filed. 
b. Terminate the test with an administrative override by pressing 

the administrative override key sequence (CTRL+Shift+?), en-

tering the AO password, and selecting End the Current Testing 

Session. 

File a CPR. 

DISMISSAL FOR MISCONDUCT 

Both order and security must be maintained at the test center; therefore, test administration staff has the authority to 

dismiss any test taker for any of the following reasons:  

 Remove test questions from the room. 

 Use prohibited aids. 

 Impersonate a scheduled test taker.  

 Tamper with the testing equipment.  

 Give or receive assistance from another test taker.  

 Cheat in any way.  

 Create a disturbance after a warning.  

Note: If a test taker threatens test center staff with bodily harm, call the local police and/or building security.  

Note: The Chief Examiner or Supervisor does not need to call HiSET Test Administration Services before dismissing 

the test taker.  

Dismiss the test taker from the test center and file a detailed report. In certain cases, however, dismissing a test taker 

might not be the best way to handle the situation. Dismissing a test taker that may cause embarrassment, disturb other 

test takers, or if there is threat of physical reprisal should be handled cautiously. Dismiss when warranted, but use judg-

ment in handling each situation.  

If a test taker is observed engaging in any behaviors considered to be misconduct, use the following procedure:  

Loss or theft of 

test books 

During the test 

After distributing test books, you must account for them. If you find a 

discrepancy in the test book counts, contact ETS. At any time if a test 

taker leaves the testing room with a test book or any part of a test book, 

notify ETS as soon as possible. 

Provide a detailed explanation 

on the Supervisor’s Irregularity 

Report, including the test 

taker’s name and appointment 

confirmation number. Report 

the incident to the testing 

center security staff and/or 

local police dEpartment. 
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Step  

  
1 

  
Note the time of your initial observation 

  
2 

  
Approach the test taker and request that the behavior be corrected. Warn the test 

taker that he/she will be dismissed if the behavior persists. Note the time the 

verbal warning was given. You will need to record this information on the Su-

pervisor’s Irregularity Report. If you suspect that two or more test takers are 

sharing information, change their seats. 

  
3 

  
Try to prevent other test takers from being affected or involved. You may wish 

to isolate the offender in a way least disturbing to others. 

  
4 

  
Continue to monitor the test-taker’s behavior. Have an assistant witness any 

suspected misconduct. 

  
5 

  
If the test taker continues the misconduct after receiving the warning: 

  
•   Check the test-taker’s identification and record the identifying information 

on the Supervisor’s Irregularity Report. 
•    Collect the test-taker’s test materials 
•   Dismiss the test taker from the testing room. 
•   Advise the test taker that failure to adhere to the test procedures after 

receiving a warning  has made your actions necessary and that you are 

required to report the matter to ETS. 
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Appendices 

 

 

Prior Test Center Approval Form 

 

Verification Form—ATT-1 

 

Age Waiver Form– ATT-2 

 

Maintain Record Chart 

 

Code of Conduct (sample) 

 

Add/Change a Test Administration Staff Member 

 

Voucher Order Form 

 

HiSET Paper Registration Form 

 

HiSET® Testing Accommodation Request Form Part I—Applicant Information 
 
HiSET® Testing Accommodation Request Form Part II—Testing Accommodations Requested 
 
HiSET® Testing Accommodation Request Form Part III—Documentation Requirements 
 
Seating Requirements 
 
Sign In/Sign Out Sheet 
 
Monthly Test Booklet Inventory 
 
Supervisor’s Report Form (SRF) 
 
Supervisor’s Irregularity Report (SIR) 
 
Standard Test Material Return Instructions 
  
Alternate Test Form (ATF) Materials Return Instructions 
 
Envelope Returns 
 
Test Site Supervisor’s Checklist 
 
Demo Tests—Round Trip and Quick Launch 
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 Minimum Qualifying OPT Scores 

HiSET Form 2014  

Math: 13/25   

Reading: 17/20   

Writing*: 20/25   

Science: 13/25 

Social Studies: 12/25   

*includes essay score 

  WAIVER FOR RETESTING 

Indicate significant hours of instruction and record additional OPT 

score.   

RETEST #1 ___________ HOURS OF INSTRUCTION SINCE TEStING. 

RETEST #2 ___________ HOURS OF INSTRUCTION SINCE Testing. 

Diploma and Transcript Information: To receive your transcripts and diploma contact DiplomaSender™ at  

https://www.diplomasender.com/contactus.aspx 

 

Test Supervisor (Please Print)  Test Supervisor Signature               Testing Location             Date  

An Official Practice Test with minimum qualifying score (as indicated below) is required before FINAL Tests or Retesting.  

Mathematics and Writing are not allowed to be taken as the final test.  The 5th and final test must not be taken unless a 
student has completed a successful average on the previous four tests. 

 

 

CASAS  Mathematics: Form#__________ Score___________ AND CASAS Reading: Form#____________ Score 

__________ 

(Minimum score of 246 for both math and reading.) 

 

TABE Total Math: Form#___________    Score___________ AND TABE Reading: Form#____________   Score 

__________ 

(Minimum score of 596 for reading and 595 for total math.) 

 

Language Arts/Writing Form#:_______ Test Date: ________   Score: _____    Comment:_________________________ 

   Form#:_______ Test Date: ________   Score: _____   Comment:_________________________ 
 

Social Studies  Form#:_______ Test Date: ________   Score: _____    Comment:_________________________ 

   Form#:_____Test Date: ________     Score: _____  Comment:_________________________ 

 

Science    Form#:_______ Test Date: ________   Score: _____    COmment:_________________________ 

   Form#:_______ Test Date: ________   Score: _____    Comment:_________________________ 

 

Language Arts/Reading Form#:_______ Test Date: ________   Score: _____    Comment:_________________________ 

   Form#:______Test Date: _______Score: _____    Comment:_________________________ 

The student will provide a government issued identification card containing their picture and signature, each day the 
student tests.  Testing fees are forfeit if this verification form is not presented at time of testing. Student gives permission 
to release records for the sole purpose of ABE/ASE, testing and completion reporting according to FERPA law. 
 

_____________________       __________________   _______________________ 
Student Name (Please Print)                Student Signature    Student Identification Number 
_____________________       _________________________________________________                 ________________ 

Student Phone Number      Last School District, City & State Attended Prior to Seeking HSED     Last Year Attended 

IOWA’S VERIFICATION FOR HSED TEST OR RETEST January-March 2015 
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TO BE COMPLETED BY APPLICANT (print in blue ink) 

Testing Candidate Name (Last, First, Full Middle) Social Security Number Birth Date 

Home Street Address Home Phone 

City State Zip 

Last School Attended 

Parent/Guardian Name 

Signature of Testing Candidate Signature of Parent/Guardian (if applicable) 

I grant permission FOR MY HSED testing data TO BE released 

to the school district for statistical purposes. 

INSTRUCTIONS 

Applicants 17 and 18 years of age applying for admission to test may do so by contacting their home school district; 
they will be referred to the designated employee(s) for that district. The designated employee(s) must determine if 
the applicant is not enrolled. (This includes participating in any extracurricular activities associated with the district.) 

TO BE COMPLETED BY DESIGNATED EMPLOYEE(s) 

  

APPLICATION APPROVAL (must check one box) 

 

  APPLICATION APPROVED. As the designated employee, I certify that the applicant is not enrolled with the school 

district. 
        APPLICATION DISAPPROVED.  Comments: 

Signature of Designated Employee(s) 

Printed Name Date 

School District Name 

Request for Admission to Test  

Age Waiver for High School Equivalency Diploma 

Submit completed application form to the community college  

where HSED testing will take place. 

ATT-2 
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Instructions for Completing the  

Request for Admission to Test   

 
Instructions are provided below.  DO NOT ALTER THE FORM IN ANY WAY OR IT WILL BE REJECTED. Completed forms 
may be returned to the local community college Adult Education and Literacy program.  
 
Instructions for Completing the Request for Admission to Test  
1. Please type or print legibly. This will help eliminate misspellings and the need to resubmit the application. 
2. Complete ALL items. 
3. If the applicant is under the age of 18, a parent or guardian must acknowledge the information provided by also  
        sig ing and dating the form. 
4. The responsible designated employee must sign and date the form and clearly indicate whether the applicant is ap    
        proved or disapproved. 
 
General Information: Pursuant to the authority of Iowa Code section 256.7(5), the State Board of Education amended 
Chapter 32, “High School Equivalency Diploma,” Iowa Administrative Code, which became effective May 22, 2013. The 
amendments are intended to implement Iowa Code Chapter 259A. Item 7 relates to admission to testing and age re-
quirements:  

281—32.8(259A) llowed to 
test. Testing of 16-year-olds is restricted to these conditions: (a) resident of an 
Iowa juvenile institution; or (b) under the supervision of a probation office. 
To take the high school equivalency test, anyone 17 years of age or older who 
is not enrolled in a secondary school or who is not a high school graduate may 
be admitted to testing. The only requirements for admission for testing are 
proof of age and, for an applicant 17 or 18 years of age, 

cant’s parent or guardian and verification of non-enrolled status. The 
applicant cannot receive a diploma until the applicant has reached 18 years 
of age and the applicant’s class from ninth grade has graduated. 

Verification of non-enrolled status is satisfied with the submission by the responsible designated employee from the 
last school district that the testing candidate attended this form.  

 
Under 19 registration  
The online system with ETS has a built in age detector at the request of the state of Iowa to safeguard against allowing 
anyone to register and then be turned away from testing due to not having proper documentation.  
 
The system will prompt the candidate to call HiSET directly to complete the registration process. During this call, HiSET 
customer service will hopefully remind the candidate of the required documents – which is the responsibility of the 
testing center to verify upon entry to test and have on file in case of monitoring.  
 
If an under 19 student has registered through one center but schedules their test at another location, that their docu-
mentation is not being brought for test entry. This is a requirement of the HiSET program and the supervisor, if unsuc-
cessful in contacting the referral site for proof of documentation, may turn the testing candidate away.  
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RECORDS 

  

HOW LONG TO KEEP 

RECORDS 

COMMENTS 

Copy of roster of examinees taking HiSET* Until scores are processed 

and diplomas received 

  

Copy of seating chart of testing session* One year   

Sign in/out sheets for testing session 18 months   

Copy of filed Supervisor Irregularity Report or 

printed copy of Center Problem Report (CPR) 

including Test Question Ambiguity and Error 

One year   

Verification Form  (ATT-1)  Until final scores are pro-

cessed. If final test until  

diplomas received. 

 This ensures diploma fee has 

been paid. 

Age Waiver Form (ATT-2) Until student is 18 and /or 

diploma sent to student. 

  

Copy of Accommodation Forms Two years or student re-   

Copy of Test Question Ambiguity and Error Form 

  

One year   

MOU with ETS Indefinitely  

Packing slips of test shipments One year  

Maintain Record Chart 
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High School Equivalency Diploma (HSED)  
Testing Candidate Code of Conduct Contract 

 
It is critical to the Iowa High School Equivalency Diploma (HSED) Testing Program that candidates are held to a high stand-
ard of conduct and that the testing material is secure and not compromised. Each candidate’s final score must be a true 
reflection of his/her preparation and demonstrated ability. This is important because most colleges and universities con-
sider the diploma as equivalent to a high school diploma for admission and most employers view it as equivalent to a high 
school diploma for hiring and job promotion. Therefore, no inside or outside assistance is ever permitted during testing 
and no individual tests or testing items are ever allowed to leave the testing room. 
 
To make sure that each testing session is secure and each candidate follows policies and procedures, each candidate must 
complete the following candidate code of conduct contract before taking the HSED Tests. Please read the following condi-
tions for testing, initial each one, and sign and date at the bottom. 
 
 
________ I understand that personal items are not allowed at my seat during testing. These items may include 

purses, tote bags, pagers, cell phones, portable music players, other electronic devices, hats, food items, 
textbooks, dictionaries, notebooks, unauthorized computational aids, supplies, scratch paper, or any 
other items as may be defined by the HSED Examiner. 

 
________ I understand that I may leave the testing room only after completing the assigned test and being excused 

by the HSED Examiner. If I have an emergency and must leave the testing room, the Examiner will collect 
my testing materials. I understand that I will not be allowed to return to work on the interrupted test 
again, but I will be allowed to resume testing on the next assigned test. 

 
________ I understand that I may not cause other candidates to become distracted during testing, and that I will 

be asked to leave the testing center and forfeit my test results if I engage in such behavior. 
 
________ I will neither give nor receive any unauthorized assistance while I am taking the HSED Tests.   
 
________ I will not discuss any specific test questions with anyone other than the HSED Examiner and will keep all 

test questions confidential.   
 
________ I will return all testing materials to the HSED Examiner at the conclusion of each testing session. 
 
________ I understand that if I am paper based testing that I cannot write in the test booklet,    
 
________ I understand that I may only take the five content tests three times during one year. 
 
 
I have read and agree to the conditions listed above. 
 
 
 
________________________     ________________________________        _____________ 
            Print name                 Signature        Date 



Page 82 Iowa Department of Education 



Page 83 Test Administration Manual—HiSET™  



Page 84 Iowa Department of Education 

Procedures and pertinent information relating to unused or unredeemed vouchers:   

Exchange expiring vouchers via email hisetvouchers@ets.org.   
Include the expiring/expired voucher numbers, your name and name of Community College bookstore.   
ETS will email new valid voucher numbers directly back to your email address.   
New valid voucher numbers will not be on a spreadsheet but will be an email.   
The new voucher numbers are a 16 character alphanumeric number. The number to call for voucher questions and/or 
assistance is 1-855-my HiSET, select option 1 for Iowa, then option 6 for vouchers.  
Per ETS:   All fees must be paid in USD; Vouchers expire 12 months from the date of purchase and are non-refundable; 
unused vouchers can be credited after 12 months. 

mailto:hisetvouchers@ets.org
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ACCOMMODATIONS REQUEST FORM  

PART I — APPLICANT INFORMATION  
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ACCOMMODATIONS REQUEST FORM  

PART I — APPLICANT INFORMATION ( ONTINUED  
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 HiSET TESTING ACCOMMODATIONS REQUEST FORM  

Part II— Testing Accommodation Request 
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HiSET TESTING ACCOMMODATIONS REQUEST FORM  

Part III — Documentation Form  
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 HiSET TESTING ACCOMMODATIONS REQUEST FORM  

Part III— Documentation (continued) 
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HiSET TESTING ACCOMMODATIONS REQUEST FORM  

Part III — Documentation Form (continued) 
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 Seating Chart 
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HiSET® SIGN-IN/SIGN OUT SHEET 

The Sign-In/Sign-Out sheet on the following page should be used by test takers 
to sign in as they arrive for their appointments. Make photocopies of the blank 
form as needed. Be sure to compare the signatures on the test takers’ IDs to 
the signatures they provide on the sheet.  

When a test taker completes the examination, have him or her sign out on the 
Sign-In/Sign-Out sheet. Check the identification again and compare the signa-
ture on the ID to the signature on the Sign-In/Sign-Out sheet.  

For security purposes, it is important to keep a signature or handwriting sample 
on file for each person who has taken a HiSET examination at your test center. 
Retain used Sign-In/Sign-Out sheets for 18 months. Then destroy them by 
shredding. DO NOT send them to ETS or to the department. 
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MONTHLY TEST BOOKLET INVENTORY  
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 SUPERVISOR’S REPORT FORM (SRF) 
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SUPERVISOR’S IRREGULARITY REPORT (SIR) 
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 SUPERVISOR’S IRREGULARITY REPORT (SIR) 

(CONTINUED) 
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SUPERVISOR’S IRREGULARITY REPORT (SIR) 

(CONTINUED) 
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 SUPERVISOR’S IRREGULARITY REPORT (SIR) 

(CONTINUED) 
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TEST MATERIAL RETURN INSTRUCTIONS 
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TEST MATERIAL RETURN INSTRUCTIONS 
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TEST MATERIAL RETURN INSTRUCTIONS 
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TEST MATERIAL RETURN INSTRUCTIONS 
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 RETURN ENVELOPES 
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RETURN ENVELOPES 
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 TEST SITE SUPERVISOR’S CHECKLIST 
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RUNNING ROUND TRIP AND  

QU UNCH DEMO TESTS 

See Chapter 4 for additional information about the role of Round Trips and Quick Launch demo test in preparing a test 
center to administer the computer-based tests.  

The Round Trip is a trial run of the whole process from the time a test registration order has been placed through test 
delivery.  

 

When to Run a Round Trip 

 To prepare a new test center: When a test center is being prepared to administer iBT tests for the first time, suc-
cessful completion of a Round Trip is required before the center can be opted-in to any iBT test administrations.  

 To verify functionality after upgrades or other changes: A Round Trip may be needed to confirm functionality after 
computers have been replaced or other technical changes have occurred.  

 To confirm that problems have been fixed: A Round Trip may be needed as a follow-up when technical problems 
have occurred and have been resolved.  

 To train staff: A Round Trip can be used to help train new test center personnel.  
 
A Round Trip Acoomplishes the Following Goals: 

 Validates communication across all systems within the test center and with ETS.  

 Validates that the iBT software is installed and operational on the cache proxy, administration station and testing 
workstation.  

 Enables test center personnel to become familiar with the software and practice the test administration activities.  
 
During a Round Trip:  

 Start the cache proxy, the administrative station, and at least one testing workstation.  

 Check in a Round Trip appointment.  

 Launch the demo exam, which is a short demonstration exam that simulates a candidate’s testing experience.  
A Round Trip appointment must be scheduled in the system in order for a Round Trip test to be run. If a center needs 
to run a Round Trip, the user should contact HiSET Technical Support in advance. Technical Support will schedule the 
necessary Round Trip appointment. A Round Trip can be launched at any time on its scheduled date.  

 

General information about Quick Launch Demo Tests 

The term “Quick Launch demo exam” refers to running a demo exam on a testing workstation without the need to check 
in a Round Trip registration. A Quick Launch is quicker than a Round Trip because no check in is required.  

The purpose of a Quick Launch demo test is to verify a testing workstation’s capability to deliver an iBT test. A Quick 
Launch is started by clicking the Launch Demo Test button that is displayed on the screen when a workstation is at the 
“ready to deliver a test” status.  

If you have only one Round Trip appointment scheduled, but you need to verify that all your workstations are capable of 
delivering a test, you should launch the Round Trip appointment on one workstation and run a Quick Launch demo test 
on all the other workstations.  

This is accomplished by starting all your workstations (during the setup process for the Round Trip) and bringing them to 
the ready to deliver a test status. On the workstations that will not be used to launch the Round Trip, click the Launch 
Demo Test button on the screen to start the Quick Launch demo test.  

You can also run Quick Launch demo tests on your workstations during the Readiness Check process that becomes availa-

ble one to four days prior to a scheduled test administration. 
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BEFORE YOU BEGIN USING IAS 

The following requirements and tips will help you get started and avoid common 
problems and errors:  
 Only authorized users will be able to start the cache proxy.  

 Windows Administrator privileges are required: To install and operate the software on each computer , the 

user must log in to Windows with a user account that has Administrator privileges.  

 User Account Control must be set as follows: Users running Windows Vista must turn off the User  Account 

Control (accessible at Control Panel □ User Accounts □ Turn User Account Control ON or OFF).  

 Users running Windows 7 must set User Account Control to NEVER NOTIFY.  

Time and date settings must be correct and identical on all computers: Ensure that all the following settings are 

correct for your location and are identical on all test center computers (cache proxy, admin station, and testing stations):  

 Date  

 Time, including AM/PM setting  

 Time zone  

 Daylight Saving Time – If your time zone observes daylight saving time, make sure the Automatically adjust clock for 

Daylight Saving Time check box is selected on the Time Zone Settings dialog box.  

Start the cache proxy computer first: The cache proxy must be star ted fir st because it serves as the communication 

center. Then start the administrative station and testing stations. The detailed steps are reviewed on the next page.  

Use the IAS URLs for initial startup: To launch the IAS cache proxy, admin station, and testing workstations for  

the first time, you will need to enter a URL in the address bar, and IAS will create a shortcut on the desktop and the start 

menu.  

Once the desktop shortcuts have been created, use them: Use the desktop shor tcuts instead of the URLs to launch 

the cache proxy, admin station, and testing workstations.  

IAS desktop shortcuts are related to the user account: The IAS desktop shor tcuts are created only for  the Windows 

user who was logged in at the time the iBT software was set up. Therefore, it is critical to log in with the same Windows 

user account on test admin day that was used during setup. If a different Windows account is used, the iBT shortcuts will 

not appear on the desktop.  

If your center is unable to access the Internet on test day, you will be prompted to enter your Disconnected Password when 

starting the IAS cache proxy. In that situation, you will need to contact HiSET technical support to obtain a disconnected 

mode password for that day.  

Note: Disconnected mode is available at test centers that have been enabled 
in advance by ETS to adminis

If your Internet service is working on test day but ETS is inaccessible and ETS has enabled your test center in advance to 

use disconnected mode, your Disconnected Password will be provided automatically and authenticated silently on the 

cache proxy. In that situation, you will not need to contact technical support to obtain the password.  

A test center will be able to switch to disconnected mode only if the user preloaded the test packages onto the cache proxy 

computer(s) prior to test day (see the eLearning section on Advance Preparation).  

Multiple cache proxies: If your  center  has more than 25 candidates, a message will indicate that you have the option 

to start an additional cache proxy. The number of candidates that a cache proxy computer can handle depends on the com-

puter’s technical specifications.  
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the Proxy 

Step   

1 Internet Explorer If the IAS - Local IAS Server desktop shor tcut is already installed on this comput-

er, start the cache proxy application by clicking the IAS - Local IAS Server shor tcut 

on the computer desktop. 

If the IAS - Local IAS Server desktop shor tcut is NOT installed  on this comput-

er, start the cache proxy by typing the following URL in the Internet Explorer ad-

dress bar: 

https://ibt1.ets.org/admin/stnlogin.jsp 
 
Note: Type the URL in lower   case (as shown). 

 
Then click Enter. The following login screen will appear: 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note: The ter m STN per tains to other  ETS testing programs but is not applicable 

to the 

HiSET program. 
 
Enter your personal username and password that were provided to you for the test 

administration system, and enter your site code (test center number). 

Then click Login. 
 
Note: The site code is not case-sensitive. 

 
Using the URL the first time creates a desktop shortcut. On subsequent uses, you should 

start the cache proxy application by double-clicking the desktop shortcut.  

RUNNING ROUND TRIP AND  

QUICK LAUNCH DEMO TESTS 

The following steps are needed to carry out a Round Trip and Quick Launch demo tests:  

 Start the Cache Proxy.  

 Start the Admin Station.  

 Start the Testing Workstations.  

 Finish the Round Trip at the Admin Station.  

 Check In the Round Trip Registration at the Admin Station.  

 Start the Round Trip Demo Exam at a Workstation.  

 Run Quick Launch Demo Exams on All Other Workstations.  
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the Proxy (continued) 

Step   

2 Cache Proxy Login Enter your personal Username and Password 
  
Then click OK. 

  

Note: Only an author ized user  can star t the cache proxy. If you are not author-
ized, 
or if you enter your user name/password combination  incorrectly, the error message 
STN username is not authorized will be displayed. 

  
The system will check that the computer meets the memory and speed requirements. If 

the computer fails to meet the system requirements, or if iBT was unable to determine 

the computer’s hardware/software specifications, an error message will be displayed 

3 Create Admin Over-

ride (AO) Password 

Note: Your  test cen-

ter number is dis-

played in the title bar 

at the top of this 

screen. 

Create a password of your own choosing for today’s administra-

tion. IAS AO password rules: 

•   Must be between 3 and 16 characters long. 
•   Must begin with a letter. 
•   May contain letters, numbers or any of the following characters: 

. ! @ ( ) { } [ ] - _ # $ 
  
Retype the password for verification. Then click OK. 

  
Note: The password created in this step is called the Admin Over r ide (AO) 

password. It will be used to start the admin station and testing workstations and to 

unlock the cache proxy screen. If the AO password is forgotten, the particular user 

who created it will be able to retrieve it at the cache proxy and will be required to 

enter his/her credentials to do so. 

4 Cache Proxy 
Screen 

Wait while the test packages are downloaded  to the cache proxy. 
  
Note: The Cache Status tab contains a table with the download status of each 

individual test package. There is a progress bar at the bottom of the table. The overall 

status of the cache proxy is displayed above the table. 

Cache Status: Ready will be displayed above the table when all downloading 

has been completed. 

Next, go to the admin station computer and follow the procedures described. 

To unlock the cache proxy screen: After  several minutes, the cache proxy screen will display a message 

that it is locked. Click anywhere on the screen and follow the prompt to enter the AO password to unlock the 

screen. 

If you have forgotten the AO password, click the Forgot AO Password button and enter  your  Username 

and Password. The AO password will be displayed. The particular TCA who created the AO password must 

perform this step. 

To prepare an additional  cache proxy computer, per form the same steps (shown above) on the add i-
tional cache proxy computer. 

Important: When star ting a secondary cache proxy, you will not be prompted to enter  an AO pass-

word. The secondary cache proxy will synchronize its AO password with the primary cache proxy. 

5 You are now ready to start the admin station. Follow the applicable procedures. 
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RUNNING ROUND TRIP AND  

QUICK LAUNCH DEMO TESTS 

the ta  

Step   

1 Internet Explorer If the IAS Admin Station desktop shortcut is already installed on this computer, start 

the admin station application by clicking the shortcut labeled IAS Admin Station on 

the computer desktop. 

If the IAS Admin Station desktop shortcut is NOT installed  on this computer, start the 

admin station by typing the following URL in the Internet Explorer address bar: 

https://ibt1.ets.org/admin/adm.jsp 
  
Then click Enter. 

  
Click the Launch button. 

  
Note: Using the URL the first time creates a desktop shortcut. On subsequent uses, you 

should start the admin station application by double-clicking the desktop shortcut. 

2 Searching for a 

local server 

Wait a moment while the iBT Launcher application searches for the cache proxy (local 

server) and connects the admin station automatically. 

If no primary  cache proxy is found, the launcher  application  screen will appear . It 

will offer the options to refresh the list of available servers or enter the IP address of the 

desired server. 

If more than one primary  cache proxy is found, the launcher  application  screen 

will display a list. This situation  will occur if you have more than one lab running on 

the same local area network. Locate the appropriate cache proxy name, click the row to 

highlight it, and click the Connect Using Selected Server button. 

3 Enter adminis-

trative over -

ride (A/O) 

Enter the AO password that you created when starting the cache proxy. 

4 Select a Program 
Administration 

Under Today’s Certification Administrations, locate the appropriate administration 

and click to highlight it. Then click OK. 

Troubleshooting Tip: If you receive an er ror  message that states: “There 

are no program administrations for site code …,” or  if the Today’s Certi-

fication Administrations  section is empty: 

•   Verify that the date, time (including AM/PM), time zone, and daylight saving check 

box are set correctly and are identical on all computers (cache proxy, admin station, 

and testing stations). 
•    If the date and time are set correctly but the administration is still not available 

for selection, check with HiSET Technical Support to find out if a Round Trip 

appointment was actually scheduled for today. 

5 Start Readiness 
Check 

Click the Start Test Setup button. 

6 Instructions To continue, click Next. 

7 Info (summary of 

checks) 

To continue, click Next. 
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11 Personnel During a Round Trip, select only your own name from the Available list, and click the 
Add button to move it to the Participating 

list. Select Yes to confirm. 

Then click Next. 

12 Workstation Check 
  
This screen will dis-

play a list of the 

workstations that are 

ready to deliver a 

test. 

Initially, the workstation list will be empty because you have not yet started any 

workstations. 

13 Leave the admin station running. 

Go to each testing workstation, and follow the procedures in the next table to start the workstations. 

the ta  

Step   

8 Resource 
Availability 

On the resource screen, confirm whether the item is available and click Next to 

continue. 

9 Seating Select Yes, and click Next. 

10 Nonstandard 

Testing Accom-

modations 

Under Confirm, select 

Yes. Then click Next. 

A message will state that no candidates are registered with accommodations, and both 

information panels will be blank. 

 Workstations 

Step   

1 Internet Explorer If the IAS Workstation desktop shortcut is already installed on this computer, start the 

testing workstation application by clicking the shortcut. 

If the IAS Workstation desktop shortcut is NOT installed  on this computer, start a 

testing workstation by typing the following URL in the Internet Explorer address bar: 

https://ibt1.ets.org/admin/wks.jsp  

Note: Type the URL in lower   case (as shown). Then click Enter. 

Click the Launch button. 

 Note: Using the URL the fir st time creates a desktop shor tcut. On subsequent u s-
es, you should start the testing workstation application by double-clicking the desktop 

shortcut. 

2 Searching for a 

local server 

Wait a moment while the iBT Launcher application searches for the cache proxy 
(local server) and connects the testing workstation automatically. 

  
If no primary  cache proxy is found, the launcher  application  screen will appear . It 

will offer the options to refresh the list of available servers or enter the IP address of the 

desired server. 

If more than one primary  cache proxy is found, the launcher  application  screen 

will display a list. This situation  will occur if you have more than one lab running on 

the same local area network. Locate the appropriate cache proxy name, click the row to 

highlight it, and click the Connect Using Selected Server button. 
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 Workstations (continued) 

Step   

3 Enter administra-

tive password 

Enter the AO password that you created when starting the cache proxy. 

4 Select a Program 
Administration 

•    Select the same administration that you selected at the admin station, and click to 

highlight it. 
•   Then click OK. 

5 IAS Workstation 

screen 

(Displays the Verifi-

cation Tool Test Re-

Click the Execute All button. 
  
Follow the on-screen instructions to run each of the verification tests. 

After all tests have been passed, click the Finish button. 

The following message will appear on the screen: This workstation  is ready to deliver a test. 

6 Perform Steps 1–5 at the other testing workstations. 
  
Then return to the admin station, and continue with the next steps to finish the Test Setup. 

RUNNING ROUND TRIP AND  

QUICK LAUNCH DEMO TESTS 

to the to the Check 

Step   

1 Workstation Check Each testing workstation that has been started will appear in the list of available 

workstations. 

The list shows only the testing workstations; it does not include the cache proxy. 

Select Yes to confirm, and click Next. 

Note: If there are fewer  connected workstations than candidates, a message 

will appear. 

2 Finish Click the Finish button. 

3 Your test center is now ready to check in the Round Trip appointment and launch the test. Follow the steps in the 

next section: Check in the Round Trip Appointment. 

the  at the ta  

Step   

1 Roster Locate the listing for the appointment to be checked-in, and click to highlight the row. 
  
Then click the Check-in button in the bottom left of the screen. 

2 Verify ID Respond to the questions on the screen. 
  
Then click Next. 

3 Workstation 
Assigned 

Note the assigned workstation. 
  
Then click the Finish button. 

4 Go to the assigned workstation and follow the procedures in the next table to launch the demo exam. 
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the  at  Workstation 

Step   

1 The assigned 

workstation 

will display the 
information for 

the Round Trip 

appointment 

Click Confirm. 

2 Enter Administrative 

Override Password 

Enter the AO password that was created when starting the cache proxy. 

3 Candidate 
Information 

Click Continue, and the Round Trip demo test will begin. 

4 Complete or quit the demo test as needed. 
  
Note: There is no Cleanup process for  a Round Tr ip. 

Run Quick Launch Demo Exams on All Other Workstations 

If a Round Trip test appointment was launched on only one workstation, and you also need to test the preparation 
and functionality of all the remaining workstations, this can be accomplished by running a Quick Launch demo test on 

each of the workstations. 

Step  

 the for by bringing it to the to a to 

  for the pr  

 the  button on the screen. 

 the exam. 
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PERFORMING A READINESS CHECK AND  

PRELOADING A CACHE PROXY 

See Chapter 5 for information about the role of Readiness Checks in preparing for a scheduled test administra-
tion.  

The following steps are needed to carry out a Readiness Check:  

 Start the Cache Proxy.  

 Start the Admin Station.  

 Start the Testing Workstations.  

 Finish the Readiness Check at the Admin Station.  
 

the Proxy 

for the the it for etup   
or   

Step   

  If the IAS - Local IAS Server desktop shortcut is already installed on this computer, start 
the cache proxy application by clicking the shortcut.  

If the IAS - Local IAS Server desktop shortcut is NOT installed on this computer, start the 
cache proxy by typing the following URL in the Internet Explorer address bar:  

https://ibt1.ets.org/admin/stnlogin.jsp  

Note: Type the URL in lower case (as shown).  

Then click Enter.  

Enter your personal username and password that were provided to you for the test ad-
ministration system, and enter your site code (test center number).  

Then click Login.  

Note: The site code is not case-sensitive. The term STN pertains to other ETS testing pro-
grams but is not applicable to the HiSET program.  

Using the URL the first time creates a desktop shortcut.  

On subsequent uses, you should start the cache proxy application by double-clicking the 

  

 

Enter your personal Username and Password.  

Then click OK.  

Note: Only an authorized user can start the cache proxy. If you are not authorized, or if 
you enter your user name/password combination incorrectly, the error message STN 
username is not authorized will be displayed.  

The system will check that the computer meets the memory and speed requirements. If 
the computer fails to meet the system requirements, or if the system was unable to de-
termine the computer’s hardware/software specifications, an error message will be dis-
played, and you will be unable to continue. Contact HiSET Technical Support. 
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the Proxy 

for the the it for etup   
or   

Step Screen Action 

3 Create Admin Over-

ride (AO) Password 

Note: Your  test cen-

ter number is dis-

played in the title bar 

at the top of this 

screen. 

Create a password of your own choosing for today’s administration. 

IAS AO password rules: 

•   Must be between 3 and 16 characters long 

•   Must begin with a letter 

•   May contain letters, numbers or any of the following characters: 

. ! @ ( ) { } [ ] - _ # $ 
  
Retype the password for verification. Then click OK. 

  
Note: The password created in this step is called the Admin Over r ide (AO) password. 

It will be used to start the admin station and testing workstations. If the AO password is 

forgotten, the particular user who created it will be able to retrieve it at the cache proxy 

and will be required to enter his/her credentials to do so. 

4 Cache Proxy 

Screen 

Wait while the test packages are downloaded  to the cache proxy. 
  
Note: The Cache Status tab contains a table with the download status of each ind i-

vidual test package. There is a progress bar at the bottom of the table. The overall status 

of the cache proxy is displayed above the table. 

Cache Status: Ready will be displayed above the table when all downloading has 

been completed. 

Next, go to the admin station computer and follow the procedures described. 

To unlock the cache proxy screen: After  several minutes, the cache proxy screen will display a message 

that it is locked. Click anywhere on the screen and follow the prompt to enter the AO password to unlock the 

screen. 

If you have forgotten the AO password, click the Forgot AO Password button and enter  your  Username 

and Password. The AO password will be displayed. The particular TCA who created the AO password must per-

form this step. 

To prepare an additional  cache proxy computer, per form the same steps (shown above) on the additional 

cache proxy computer. 

Important: When star ting a secondary cache proxy, you will not be prompted to enter  an AO password. 

The secondary cache proxy will synchronize its AO password with the primary cache proxy. 

5 You are now ready to start the admin station. Follow the applicable procedures. 
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Step   

1 Internet Explorer If the IAS Admin Station desktop shortcut is already installed on this computer, start 

the admin station application by clicking the shortcut labeled IAS Admin Station on 

the computer desktop. 

If the IAS Admin Station desktop shortcut is NOT installed  on this computer, start the 

admin station by typing the following URL in the Internet Explorer address bar: 

https://ibt1.ets.org/admin/adm.jsp 
  
Then click Enter. Click the Launch button. 

  
Using the URL the first time creates a desktop shortcut. 

  
On subsequent uses, you should start the admin station application by double-clicking 

the desktop shortcut. 

2 Searching for a 

local server 

Wait a moment while the iBT Launcher application searches for the cache proxy (local 

server) and connects the admin station to it automatically. 

If no primary  cache proxy is found, the launcher  application  screen will appear . It 

will offer the options to refresh the list of available servers or enter the IP address of the 

desired server. 

If more than one primary  cache proxy is found, the launcher  application  screen 

will display a list. This situation  will occur if you have more than one lab running on 

the same local area network. Locate the appropriate cache proxy name, click the row to 

highlight it, and click the Connect Using Selected Server button. 

3 Enter adminis-

trative override 

(A/O) Pass-

Enter the AO password that you created when starting the cache proxy. 

4 Select a Program 
Administration 

Under Future Administrations, locate the upcoming administration for which you 

want to run the Readiness Check, and click to highlight it. 

If you see several administrations listed under Future Administrations, you can select 

any one of them to run the readiness check. 

Then click OK. 
  
Note: Selecting a future administration that is from one to four  days away will 

initiate the Readiness Check for that administration. On the day of the test, the admin-

istration will be listed under Today’s Administrations. 

5 Start Readiness 
Check 

Click the Start Readiness Check button. 

6 Instructions To continue, click Next. 

7 Info (summary 

of checks) 

To continue, click Next. 

8 Resource 
Availability 

On the resource screen, confirm whether the item is available and click Next to 

continue. 

9 Seating Select Yes, and click Next. 
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the ta  

Step   

10 Nonstandard Test-

ing Accommoda-

tions 

Under Confirm, select Yes. 

Then click Next. 

Note: If any candidates are registered to test with accommodations for  a disability, 

the top panel on this screen will display a list of the candidates. 

The bottom panel will display a list of the accommodations required by these 

candidates and the number of candidates who require each accommodation. 

If no candidates are registered with accommodations, a message will state that fact, 

and both information panels will be blank. 

11 Personnel During  a Readiness Check, select only your own name from the Available list, and click 

the Add button to move it to the Participating list. 

Select Yes to confirm. 

Then click Next. 

Note: On the day of the test, you will need to ensure that ALL users and proctors 

who are present at the administration are added to the Participating panel. 

12 Workstation Check 
  
This screen will 

display a list of the 

workstations that 

are ready to deliver 

a test. 

Initially, the workstation list will be empty because you have not yet started any 

workstations. 

13 Leave the admin station running. 
  
Go to each testing workstation, and follow the procedures in the next table to start the workstations. 
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 Workstations 

Step   

1 Internet Explorer If the IAS Workstation desktop shortcut is already installed on this computer, start the 

testing workstation application by clicking the shortcut. 

If the IAS Workstation desktop shortcut is NOT installed  on this computer, start a 

testing workstation by typing the following URL in the Internet Explorer address bar: 

https://ibt1.ets.org/admin/wks.jsp  

Note: Type the URL in lower   case (as shown). Then click Enter. 

Click the Launch button. 
  
Using the URL the first time creates a desktop shortcut. On subsequent uses, you should 

start the testing workstation application by double-clicking the desktop shortcut. 

2 Searching for a 

local server 

Wait a moment while the iBT Launcher application searches for the cache proxy (local 

server) and connects the testing workstation to it automatically. 

If no primary  cache proxy is found, the launcher  application  screen will appear . It 

will offer the options to refresh the list of available servers or enter the IP address of the 

desired server. 

If more than one primary  cache proxy is found, the launcher  application  screen 

will display a list. This situation  will occur if you have more than one lab running on the 

same local area network. Locate the appropriate cache proxy name, click the row to 

highlight it, and click the Connect Using Selected Server button. 

3 Enter adminis-

trative pass-

word 

Enter the AO password that you created when starting the cache proxy. 

4 Select a Program 
Administration 

Select the same administration that you selected at the admin station, and click to 

highlight it. 

Then click OK. 

5 IAS Workstation 

screen 

(Displays the Verifi-
cation Tool Test Re-

sults) 

Click the Execute All button. 
  
Follow the on-screen instructions to run each of the verification tests. 

After all tests have been passed, click the Finish button. 

The following message will appear on the screen: This workstation  is ready to deliver a test. 

6 Perform Steps 1–5 at the other testing workstations. 
  
Then return to the admin station, and continue with the next steps to finish the Readiness Check. 

7 If you have been requested by HiSET Technical Support to run Quick Launch demo tests on your workstations, 

or if you wish to verify a workstation’s functionality, click the Launch Demo Test button on the workstation 

screen to start the demo test. 
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to the to the Check 

Step   

1 Workstation Check Each testing workstation that has been started will appear in the list of available 

workstations. 

The list shows only the testing workstations; it does not include the cache proxy. 

Select Yes to confirm, and click Next. 

2 Finish Click the Finish button. You have completed the Readiness Check. 

If you plan to use a second admin station on test day (for example, to enable candidate check in to be performed at 

two stations simultaneously), you should verify the second admin station’s functionality prior to the test date as follows: 

1. Finish the Readiness Check on the first admin station. 
  

2. Go to the second admin station, start the Readiness Check, and continue only until you have completed the 
Info step. 

  
3. Exit the Readiness Check. It is not necessary to finish the Readiness Check on the second admin station. 
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 Workstations 

Step   

1 Internet Explorer If the IAS Workstation desktop shortcut is already installed on this computer, start the 

testing workstation application by clicking the shortcut. 

If the IAS Workstation desktop shortcut is NOT installed  on this computer, start a test-

ing workstation by typing the following URL in the Internet Explorer address bar: 

https://ibt1.ets.org/admin/wks.jsp  

Note: Type the URL in lower   case (as shown). Then click Enter. 

Click the Launch button. 
  
Using the URL the first time creates a desktop shortcut. On subsequent uses, you should 

start the testing workstation application by double-clicking the desktop shortcut. 

2 Searching for a 

local server 

Wait a moment while the iBT Launcher application searches for the cache proxy (local 

server) and connects the testing workstation to it automatically. 

If no primary  cache proxy is found, the launcher  application  screen will appear . It 

will offer the options to refresh the list of available servers or enter the IP address of the 

desired server. 

If more than one primary  cache proxy is found, the launcher  application  screen 

will display a list. This situation  will occur if you have more than one lab running on the 

same local area network. Locate the appropriate cache proxy name, click the row to high-

light it, and click the Connect Using Selected Server button. 

3 Enter adminis-

trative pass-

word 

Enter the AO password that you created when starting the cache proxy. 

4 Select a Program 
Administration 

Select the same administration that you selected at the admin station, and click to 

highlight it. 

Then click OK. 

5 IAS Workstation 

screen 

(Displays the Verifi-

cation Tool Test Re-

sults) 

Click the Execute All button. 
  
Follow the on-screen instructions to run each of the verification tests. 

After all tests have been passed, click the Finish button. 

The following message will appear on the screen: This workstation  is ready to deliver a test. 

6 Perform Steps 1–5 at the other testing workstations. 
  
Then return to the admin station, and continue with the next steps to finish the Readiness Check. 

7 If you have been requested by HiSET Technical Support to run Quick Launch demo tests on your workstations, 

or if you wish to verify a workstation’s functionality, click the Launch Demo Test button on the workstation 

screen to start the demo test. 
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to the to the Check 

Step   

1 Workstation Check Each testing workstation that has been started will appear in the list of available 

workstations. 

The list shows only the testing workstations; it does not include the cache proxy. 

Select Yes to confirm, and click Next. 

2 Finish Click the Finish button. You have completed the Readiness Check. 

If you plan to use a second admin station on test day (for example, to enable candidate check in to be performed at 

two stations simultaneously), you should verify the second admin station’s functionality prior to the test date as fol-

lows: 

1. Finish the Readiness Check on the first admin station. 
  

2. Go to the second admin station, start the Readiness Check, and continue only until you have completed the 
Info step. 

  
3. Exit the Readiness Check. It is not necessary to finish the Readiness Check on the second admin station. 
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